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AUIHORIZING RESOLUTION

concerning

CCNVERSION OF POSITION

(Auxiliary Fund)

ASSISTANT DIREC'IDR OF STUDENT ACTIVITIES AND SPECIAL EVENTS
AIlvtINISTRA'IDR III

to
ASSOCIATE DIREC'IOR, STUDENT ACTIVITIES/SPECIAL EVENTS

ADMINISTRA'IOR IV
at

SOUIHERN CONNECTICUT STATE UNIVERSITY

June 15, 1984

RESOLVED, '!hat the Auxiliary funded position, Assistant
Director of Student Activities and Special Events/
Administrator III be converted to Associate Director,
Student Activities/SPecial Events/Administrator IV,
at Southern Connecticut State University, effective
June 15, 1984, in accordance with all provisions and
expectations as set forth in the proposal attached as
an addendum to this Resolution.

A Certified True Copy:
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. Addendum to.BR# 84-100
ALTERATION OF A CURRENT POSITION OR ESTABLISHMENT OF NEW POSITION

IN THE UNCLASSIFIED SERVICE .

•
To:

From:

Vice President for Faculty and Staff Affairs

Southern Connecticut·StateUrtiv~rsity

That the Assistant Director of Student Activities and Special Events
(Administrator III) position be converted to an Associate Director,
Student Activities/Special Events (Adminis~rator IV) position. That
the new position description be adopted.

•
Concerning:

Proposal:

__________New Position, __.AlX",--_ Existing Position (Vacant/Filled)

Proposed Position: Associate Director, Student Activities/Special Events

Title/Rank _.-...;;.A;.;,d..;;;m;;.;.i.;;,.n,;;.is;;..t;;.;r;;.;;a;;.;t;.;;;o..;,r-:;;.IV~ _

l2-month
Full-time, Perm.
10 or 12 mo.
Full-Part-Time
Temp. - Perm.

$19,300-$35;775
Salary Level .

Aux.
Fund (Gen.,
Ed. Ext., Aux.)

AFSCME
Bargaining Unit

•
3. Summary of Function (attach required job description)

The existing and revised job descriptions are attached.

4. Rationale for Altering or Establishing Position

Added duties will result in more efficient management of this administrative area
as well as cost savings in the operation of Lyman Auditorium. Further, the duties
assigned are more reflective of an Administrator IV than an Administrator III.

S. Conditions of Employment if Changed or Different from Norm.

•
Central Office Use

Consultation with Bargair
Comp~

C01lll1lents:

Unit

Date

Appr-"ed:
For Submiss ion to PERC _
1y Committee/Board __

Signature
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Southern camecticut State University
Assistant Director of Student Activities and Special Events/ Student

Activities and Special Events/Aaninistrator III.
(COde )

SlJP£R'JISE: Director of

ncJIBEN'l' K¥!E: Anthony lBto

R>SI~ SMlARYI

'this {X>sition is resIX>nsible, under the supervision of the Director of
Student Activities and Speical Events, for planning and comucting s~cial

prograns applicable to the entire University camunity. In addition,
he/she serves as a channel of conm.mication between the tlrlversity
adninistration, student body, and faculty regarding {X>licy decisions
related to the use of campus facilities.

!OSITION RESiONSIBILI'l'IF.S:

DevelqJ6 and iDplements p:>licy for proper management of Lyman Auditorillll.

Cooducts and schedules meetings for the use of Lyman Auditorillll•

Prepares timely analyses of auditorium usage.

Coordinates use of AuditorillD for campus organizations and other interested
non-oollege organizations.

Develops, recnmends and maintains an operating budget for Lyman
AuditorillD.

Maintains inventory of equipnent, requests repairs, recxmoends plIchase of
adelltiona! equipnent.

Assits the Director of Student Activities and Special Events with
advisement to University organizations and clubs: schedules campus
facilities aid maintains master schedule of events: and develops a
well-rounded cultural progrClll for proper management of campus facilities.

Performs other duties and resp:msibilities related to those enumerated
above which do not alter the basic level of resIX>nsiblitiy of the p>sition.

P.D:JC\TION Am EXPERIEH::E

Two to three years of experience in college ~ial progranming. A
Bachelor IS degree is required, a Master' s degret. J q preferred. i'hese
qualifications may be waived for individuals with _propriate alternate
experience.
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SOUTHERN CONNECTICUT STATE UNIVERSITY

Associate 'Director, Student ActivitieS/Special Events/Administrator IV

SUPERVISOR:

SUPERVISION EXERCISED:

POSITION SUMMARY:

This administrator, under the supervision of the Director of Student Activities/
Special Events, provides for the effective management of the John Lyman Center and
assists the Director in the day-to-day operation of the office of Stud~nt Activitiesl
University Facilities. HelShe is first assistant to the Director and acts for the
Director in his/her absence.

POSITION RESPONSIBILITIES:

Responsible for the scheduling and day-to-day operation of the John Lyman
Center.

Develops and implements policy for proper management of the John Lyman
Center.

Serves as Faculty Advisor to the Cultural Affairs Club.

Negotiates local and national talent contracts prior to submission to the
Director for approval.

Oversees operating and develops programming budgets for John Lyman Center.

Under guidelines and policies provided by the Director, oversees
day-to-day scheduling and performance of the Assistant to the Director and
part-time University Assistant (Box Office Supervisor/Administrative
Assistant).

Assists the Director with advisement of University organizations, clubs,
Graduate Student Affairs Committee, and Leisure Learning; scheduling and
use of University facilities; maintenance of master schedule of University
events; and policy decisions with regard to proper management of University
facilities.

Oversees billing and contract preparation for non-university use of the
John Lyman Center.

Negotiates contract for non-university use of John Lyman Center.

Prepares and maintains marketing packet for the John Lyman Center.

Performs other duties and responsibilities related to those enumerated
above which do not alter the basic level of responsibility of the position.
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~ Associate Director, Student Activities/Special Events/Administrator IV

QUALIFICATIONS:

Master's Degree in Student Personnel and three years experience in
a University setting (working as liaison with students, faculty and
staff) required. Administrative and co-curricular programming skills
and business/management experience preferred.

ADMINISTRATIVE FACULTY :--....D~~~:1L:---.:~-1"l~~~~:::::::::=:.:~,,--------

IMMEDIATE SUPERVISOR: ~~~~~~~~~~~----~-----------

~

~


