
BRf 85-142 

RESOLUTION 

concerning 

RECLASSIFICATION OF POSITION 

Assistant in Continuing Education/Administrator I1 
to 

Assistant to the Dean in Continuing ~ducation/Administrator I11 

Eastern Connecticut State University 

July 26, 1985 

RESOLVED, That the position and rank, Assistant in Continuing 
Education/Administrator 11, be reclassified to Assistant 
to the Dean in Continuing Education/Administrator 111, 
at Eastern Connecticut State University, effective 
July 26, 1985, in accordance with all provisions and 
expectations as set forth in the proposal dated July 3, 
1985, which is attached as an addendum to this 
resolution. 
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Addendum t o  BR# 85-142 

i 
I 

EASTERN COIiNECTICUT STATE COLLEGE 
UNCLASS I F I  ED POS 1T I Old ALTERATl ON SUI4MARY 

T I T L E :  Assistant t o  the Dean ifi contiming Education (Administrator 3 )  

FUND: Extension - 
POSITION TYPE: PERtWNENT 12 mo. TEMPORARY 

FULL-TIME X PART-TIf.1E 

EFFECTIVE DATE: 7/26/85 BARGAIN I NG U N I T  SUOAF 

COST: 3 , 0 6 3  -5 1 

PROPOSAL: T o p c l a s s i f y  the Assistant i n c o n t i m i n g  Fducation (Admin. 2) 
t o  Ass i s t an t to  the Dean i n  Contiming Education (Adrnin. 3 ) i n l i g h t  of increased 
duties and responsibili t ies.  Specifically , coordinates the advisement of 
contiming education students, supervises p a r t - t h  advisement s t a f f ,  and 
coordinates the Credit for  Life Experience and Learning Program. 

DATE: 7/3/85 

. 
Charles R. Webb, Pres. Date 



POSITION TITIE Assistant in Cantiming Education 

ADMIMmTNE RANK 2 

Wer the supervision of the Dean of Cantiraring Education or Associatg 
ected @ Assistant in C o n t h i n g  Education performs the r n d ~ ~ C t l b N .  

1. Interviews and advises part-time and full-time p-tradit-1 
students at on-campus ur off-cmnpus centers as directed. 

2. Assists in the Rrlministration of off-campus centers including 
wmnmications w i t h  business and industry officials and off- 
capus faculty and staff. 

3. Assists in planning and staffing evening student services and 
programs as directed. 

4. Assists in collecting and analyzing data on continuing education 
programs and on s-t characteristics and needs. 

5.  D i s s ~ t e s  infomation to prospective students and representatives 

@ 
of business, industrial, camunity and b u m .  service agencies ; contacts 
and visits such agencies, attends college nights, college, fairs and 
similar business or placem~llt affairs. 

*-> -A* 

6. Assists in the staffing of registration periods. 

7. Assists in coordinating on and off-cmps visitation prograns, 

8. Handles routine carrespondence, 

9. Represents the office and the college by attending mrkshops and 
meetings on and off -canpus as needed, 

10, Assists in the d w e l ~ t - a n d  pramtion of continuing education, 

11, Perfom other duties and responsibilities related to those -ated 
above which do not alter the basic lwel of respansibility of the position. 

A Bachelorl's Degree is r+ed. 

Ckk to two years of experience equipping the applicant to relate effectively 
to non-traditid students, college students, staff and representatives of 
business and industrial agencies. - 

These qualifications may be waived for individuals with appropriate alternate 
experience. 

Datec 



EASTERN CONNECTICUT STATE UNIVERSITY 

POSITION DESCRIPTION 

POSITION TITLE Assistant t o  the Cean i n  Continuing Education 

ADMINISTRATIVE RANK 3 

Under the supervision of the Cean of Continuing Education o r  Associate Cean a s  
directed,  the Assistant t o  the B a n  performs the following functions: 

1. Coordinates advisement of continuing education students. 

2. Supervises part-time continuing education advisement s t a f f .  

3. Coordinates the Credit fo r  Life Experience and Learning Program. 

4.  Interviews and advises part-time and full-time non-traditional students 
a t  on-campus and off-campus centers a s  directed.  

5. Assists i n  planning and s ta f f ing  evening student services and programs, a s  
directed.  

6 .  Assists i n  the administration and coordination of off-campus centers including 
comnunications with business and industry o f f i c i a l s  and off -campus facul ty  
and s t a f f .  

7.  Assists i n  col lect ing and analyzing da ta  on continuing education programs 
and on student character is t ics  and needs. 

8. Disseminates information t o  prospective students and representatives of 
business, indus t r ia l ,  comnunity , health,  and human service agencies ; contacts 
and v i s i t s  such agencies, at tends college nights ,  college f a i r s  and similar 
business o r  placement a f f a i r s .  

9. Assists i n  the development and promotion of continuing education. 

10. Represents the off ice and college by attending workshops and meetings on and 
off-campus a s  needed. 

1 1 . Handle s corre sponde nce a s  re qu i red . 
12. Assists i n  the s ta f f ing  of reg is t ra t ion  period. 

13. Performs other dut ies  and respons ib i l i t i es  re la ted t o  those enumerated above 
which do not a l t e r  the basic level of responsibi l i ty  of the position. 

QUALIFICATIONS 

Master's degree required. Minimum two years experience demonstrating a b i l i t y  t o  
r e l a t e  e f fec t ive ly  t o  t rad i t ion  and non-traditional students, t o  univers i ty  
facul ty  and s t a f f ,  and t o  representatives of business and c o m n i t y  agencies. 

These qual i f icat ions may be waived fo r  individuals v i t h  appropriate a l ternate  

SUOAF Date 


