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THE CONNECTICUT STATE UNIVERSITY

P.O. Box 2008 • New Britain, Connecticut 06050 • (203) 827-7700

AU'lHORIZ IN; RESOLUTION

concerning

•

Alteration of Duties for a Federal Grant-Funded Position
at

central Connecticut State University

Assistant to the Director , Cooperative Education, Business/
Administrator II

February 3, 1984

RESOLVED, That the duties for the Federal grant-funded

position, Assistant to the Director, Cooperative

Education, Business/Acininistrator II, established at

Central Connecticut State University under Board

Resolution #82-91, be altered effective February 3,

1984, in accordance with all provisions and

expectations as set forth in the proposal dated

January 18, 1984, which is attached as an addendum

to this Resolution.

A Certified True Copy:

Qt#:%i,~
James A. Frost
/President

~./,./

• Central Connecticut State University • New Britain
Eastern Connecticut State University • Willimantic

Southern Connecticut State University • New Haven
Western Connecticut State University • Danbury

An Equal Opportunity Employer



Addendum to BR#84-31

CENTRAL CONNECTICUT STATE UNIVEIt'3ITY

Unclassified position Alteration Summary

•TITLE: Assistant to the Direct;.or. CoQ,perative F'dllcation BllS;PA55,lAdmipistrator II

FUND: Federal funds

POSITION TYPE: Permanent Temporary x

PROPOSAL:
To alter job description of this vacant position (see old and new job
descriptions) before filling positions .

EFFECTIVE DATE

(

COST: $ None

Full-time

2-3-84

x Part-time

•
JUSTIFICATION:

Needs of the coop program have. altered.

Date:

•

/-/F-$Y



,. .....

POSITION SUMMARY: Under direct supervision of the Assistant Director, Business,
this position will be responsible for providing direct services to co-op students
majoring in the ,business area including, but not limited to, program recruitment,
pre-intake, post-intake, career and academic advising; placement referrals, record
keeping, and relate~ services.

DEPA~MENT:' Cooperative Education

SUPERVISOR: Assistant Director, Cooperative Education, Business

.'
Assist~nt to the Director, Cooperative Education, Business

Administrator II

TITLE:

RANK:

POSITION RESPONSIBILITIES

Advising: Conduct incHvidunl nnd group orientation/advising sessions with .
incomi.nqco-op students and pnrent5. Provide ncndemic scheduling advising.
Provide carCllr couriselillfJ und illclividuill uno group il:;t.i!'jtnnce in preparing

.,stuqents for job plncement.

r:-•
Recruitment: Plan nnd implement recruitment activities such as: meetings
with guidnllce counselors, pnr~iciprition in "college night"'programs, conduct­
ing "open house'" meetings, prepnring mnterinls for mnilings I and the like.

". .' I .

, Placement Refcrr'nls:' ;1\ssist in re (erring students f~O~);Co~oP placements,
arranging int.erviews, nnd the like. ~ii ~,,~ ,
• • . .' . It· •

• ; • )1 I

Office 1\dminist~ation: Assists in maintaining files and records of activities
,I

<?f the' position, 'and,:of the Assistant Director. '
· ; .

.:

Performs other duties and responsibilities related to those enumerated above
which do not alter'the basic level of responsibility of the position •

QUALIFICATIONS: Bachelor's degree and related experience in career counseling or
student personnel in higher education required. Exce1lent oral and writing
s~ills and nbilityto relate with college students required.

Master's degree in career counseling or student personnel, or related field,
and academic background or experience in business ,preferred•

••



Ccn t ra 1 Conncc t i cut Sta te Un i ve rs ity

~ POSITION DESCRIPTION

Position Title: Assistant ·to the Director, Coorerativ~_S_~J~Jcation

Administrator IIAdministrative Rank:
-~::.:..:.:..: ..:..:...:...::::-=..:.-:::..::::..:--:..:::-_-----------

Department: ...::C:;::o~0J.:.pc::...:r:....::a_tive Education

•Supervisor{s) Position/Title: _.QjIector of Cooperative Educati...:.o...;.n _

POSITION SUMMARY:

Under supervision of the Director of Cooperative Education, this position
will be responsible for providing direct internal support services to co-op
students, including but not limited to:pro~ram recruitment; pre-intake, post­
intake, career and academic advising; placement referrals; record keeping;
teachin9 Co-op Career Development Seminars; and related services.

~

POSITION RESPONSIBILITIES:

Advisinq: Conduct individual and qroup orientation/advising sessions ~ith
.incominqco-op students and parents. Provide academic scheduling advisinp.
Provide career counseling and individual and group assistance in preparing
studcnts for job placement. Teaches Co-op Career Development Seminars.

Recruitment: Plan and implement recruitment activities such as: meetings
with quidance counselors, participation in "college night" programs, conduct­
ing "open house" meetings, preparing materials for mailings, and the like.

Placement referrals: Assist in referring students for co-op placements,
arranging interviews, and the like.

Offi~e administration: Assist in maintaining files and ~ecords of activities
of the position.

Performs other duties and responsibilities related to those enumerated above
which do not alter the basic level of responsibility of the position.

•
OUAU FICAT! ONS:

Bachelor's Degrec required. Master's Degree in career counseling, student .
personnel 1n higher education or related academic field preferred. Excellent
oral and writin9 skills and ability to relate with col1eqe students required.

• Related work experience in the private or public sector preferred •

•


