
RESOLUTION 

concerning 

CONVERSION OF POSITION 

PERSONNEL OFFICER I11 (CLASSIFIED MANAGEMENT) 

ASSOCIATE TO THE EEAN OF PERSONNEL A~INISTRATION 
( UNCLASSIFIED) 

SOUMERN CONNECTICUT STATE UJIIVERSITY 

JULY 25, 1986 

RESOLVED, That the vacant position of Personnel Officer I11 
(classified exempt) at Southern Connecticut State 
Uliversity be reclassified to the new title of 
Associate to the Dean of Personnel Administration 
(unclassified exempt), effective July 25, 1986, in 
accordance with all provisions and expectations as 
set forth in the proposal which is attached as an 
addendum to this Resolution. 
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CSU-200 
THE CONNECTICUT STATE UNIVERSITY 
P.O. Box 2008 . New Bntlun, Connrctkut 06050 (ZQ3) 827-7700 

P O S I T I O N  A C T I O N  R E Q U E S T  

L 

Submitted 7/11 /86 
Date 

By:, CSU ( ) 
ccsu ( ) scso 00) 
ECSU ( ) UCSU ( ) 

w 

POSITION DATE PERM (X ) FT O( ) 
ACTION: ESTABLISH ( ) UCLASSIF3! ( X ) ~~ ( EFFECTIVE 7/25/86 . - Tpip i )?ro  

.POSITION Associate t o  t h e  Dean - - -  - -  
61 68 TI=: Personnel O f f i c e r  3  o f  Personnel A- 

CURRENT (Class Code) PROPOSED (Class Code) 
exempt 

POSITION CURRENT PROPOSED BARG Manageri a1 %%%8f. 
0001 s m y  $42,149 NUMBER: SALARY $37,000 FUKD General UNIT C l a s s i f i e d  U n c b s  

f torn t o  

R E S O L U T I O N  

'RESOLVED, That t he  p o s i t i o n  Personnel O f f i c e r  3  ( C l a s s i f i e d  Management) a t  Southern 
Connect icut S ta te  U n i v e r s i t y  be converted t o  Associate t o  t he  Dean of 
Personnel Admin i s t ra t i on  ( U n c l a s s i f i e d  Management), e f f e c t i v e  J u l y  25, 1986, 
i n  accordance w i t h  a l l  p rov i s i ons  and expec ta t ions  as s e t  f o r t h  i n  t h e  proposal 
which i s  at tached as an addendum t o  t h i s  r e s o l u t i o n .  

A Cer t i f i ed  True Copy 
Dallas K. Beal,  President,  CSU Date 

PERComlttee 7/73/86 
Date 

BOARD OF TRUSTEES 7/25/86 
Date 

JUSTIFICATION: (Use Reverse S ide  If Additional Space Is Needed) 

With Roger Bergh having been ass i  ned r e s p o n s i b i l i t y  f o r  o t h e r  areas ( p r e v i o u s l y  
under t he  Execut ive Dean p o s i t i o n g  i n  a d d i t i o n  t o  remaining i n  charge o f  Personnel 
Admin is t ra t ion ,  t he re  e x i s t s  a  r e a l  need f o r  Southern t o  p rov ide  Dean Bergh w i t h  
adequate s t a f f  support  i n  t he  areas o f  r e s p o n s i b i l i t y  where such support  i s  most 
needed. This  can be accomplished by a  real ignment  o f  r e s p o n s i b i l i t i e s  between 
e x i s t i n g  p o s i t i o n s  i n  h i s  o f f i c e .  More s p e c i f i c a l l y ,  i t  i s  recommended t h a t  t he  
e x i s t i n g  p o s i t i o n  o f  Personnel O f f i c e r  3  ( w i t h  t h e  s a l a r y  l e v e l  of the  former 
incumbent a t  $42,149) be converted t o  Associate t o  t h e  Dean o f  Personnel 
Admin is t ra t ion .  

I n  summary, t he  conversion supports opera t ions  by p r o v i d i n g  f o r  a  reassignment 
of d u t i e s  w i t h i n  an o f f i c e ,  w i t hou t  t he  c r e a t i o n  o f  any new pos i t i ons ,  and w i thout  
cos t  t o  t he  U n i v e r s i t y .  F i n a l l y ,  Southern would use the  converted p o s i t i o n  as a  
promotional ( a f f i r m a t i v e  a c t i o n )  o p p o r t u n i t y  f o r  one o f  i t s  female employees. 

Approx. Cost 



SOUTHERN CONNECTICUT STATE UNIVERSITY 

Associate t o  the  Dean o f  Personnel Admini s t r a t i o n  

SUPERVISOR: 

SUPERVISION EXERCISED: 

POSITION SUMMARY: 

The Associate t o  the  Dean repo r t s  t o  the  Dean o f  Personnel Admin is t ra t ion .  
He/She a s s i s t s  t he  Dean i n  the  day-to-day implementation o f  t he  U n i v e r s i t y ' s  
pol  i c i e s ,  procedures, and programs administered by t h i s  o f f i c e .  He/She a1 so 
provides support t o  the  Dean i n  the  admin i s t ra t i on  o f  U n i v e r s i t y  c o l l e c t i v e  
bargain ing agreements and Southern's var ious Senate documents (and procedures). 

POSITION RESPONSIBILITIES: 

1. Ass i s t s  i n  t he  gather ing,  organiz ing,  d r a f t i n g ,  updat ing, etc., 
o f  p o l i c i e s  and procedures. Ass i s t s  i n  the  process o f  n o t i f y i n g  
appropr ia te  p a r t i e s  o f  such changes. 

2. Ass is ts  i n  t he  updating, review, and c a r e f u l  mon i to r ing  o f  a l l  
employee con t rac t  ( i  .e., appointment) records t o  ensure t h a t  
n o t i c e  p rov i s ions  o f  the  c o l l e c t i v e  barga in ing  agreements and 
Senate documents are  f u l f i l l e d .  To ensure t h a t  such formats 
accura te ly  r e f l e c t  appropr ia te  dates f o r  var ious  personnel 
ac t i ons  i n c l u d i n g  issuance o f  appointment and reappointment 
l e t t e r s ,  no t i ces  o f  non-renewal, cons idera t ion  f o r  tenure/cont inuing 
appointment, e tc .  

3.  Ass is t s  i n  the  development and implementation o f  s p e c i f i c  educat ion 
programs t o  ensure t h a t  a l l  employees ( i  .e., f a c u l t y ,  s ta f f ,  and 
superv isors)  have a c l e a r  understanding o f  t he  respect ive  r o l e s  and 
s p e c i f i c  d u t i e s  s e t  f o r t h  i n  c o l l e c t i v e  barga in ing  agreements and 
accompanying procedures. 

4.  Ass is ts  i n  the  admin i s t ra t i on  and moni to r ing  o f  var ious  aspects of 
Southern's Promotion, Tenure, Renewal and Professional  Assessment 
Procedures f o r  Facu l t y  i nc lud ing :  

A. The t i m e l y  p rov id ing  of accurate i n fo rma t ion  t o  the  DECs 
pursuant t o  P a r t  I I I .A. 1. b. 

B. The t i m e l y  p rov id ing  of n o t i f i c a t i o n  t o  candidates, Chairpersons, 
and DECs pursuant t o  Pa r t  I I I .A.2.a.  

C. The t i m e l y  r e c e i p t  of a l l  eva lua t i ng  ma te r ia l s  and o the r  requ i red  
correspondence f rom appropr ia te  i nd i  v i  dual s and/or committees i n  
t he  processes. 

D. P a r t i c i p a t i n g  i n  meetings w i t h  candidates f o r  examinat ion o f  
personnel f i l e s  and t r a n s m i t t a l  o f  ma te r i a l s  t o  DECs t o  be 
inc luded i n  promotion, tenure, o r  p ro fess iona l  assessment f i l e s .  



5. A s s i s t s  i n  t h e  comp i l i ng  of va r i ous  r e p o r t s .  Prov ides t h e  Dean 
w i t h  w r i t t e n  and o r a l  r e p o r t s  p e r t a i n i n g  t o  t h e  a d m i n i s t r a t i o n  
o f  t h e  o f f i c e s  superv ised by  t h e  Dean. 

6 .  Performs o t h e r  assignments p e r t a i n i n g  t o  t h e  o r d e r l y  and e f f i c i e n t  
ope ra t i on  o f  t h e  o f f i c e s  t h a t  do n o t  a l t e r  t h e  bas i c  l e v e l  of 
r e s p o n s i b i l i t y  o f  t h e  p o s i t i o n .  

OUALIFICATIONS: 

1. Academic c r e d e n t i a l s  and exper ience s u i t a b l e  t o  f u l f i l l  t h e  d u t i e s  
and responsi  b i  1  i t i e s  o f  t h e  p o s i t i o n .  Graduate degree(s)  p re fe r red .  

2. Demonstrated a b i l i t y  t o  communicate o r a l l y  and i n  w r i t i n g  i n  a  manner 
t h a t  produces des i r ed  r e s u l t s  and leaves t h e  r e c i p i e n t  w i t h  t h e  
impress ion t h a t  we a r e  a  p ro fess iona l  ope ra t i on  w i t h  concern f o r  
i n d i v i d u a l s .  

3. A b i l i t y  and d e s i r e  t o  remain abreas t  o f  t h e  changing needs and 
developments i n  t h e  f i e l d  o f  personnel a d m i n i s t r a t i o n  and l a b o r  
r e l a t i o n s .  

4. Knowledge o f  e x i s t i n g  p o l i c i e s ,  procedures and p r a c t i c e s  f o r  
accompl ish ing tasks  and t h e  a n a l y t i c a l  s k i l l s  and a d m i n i s t r a t i v e  
i n i t i a t i v e  t o  propose changes when necessary. 

5. F a m i l i a r i t y  w i t h  da ta  p rocess ing  opera t ions .  

6. A b i l i t y  t o  counsel and adv ise  employees and work th rough app rop r i a te  
channel s  t o  f a c i  1  i t a t e  and encourage a  p o s i  ti ve employee r e 1  a t i  ons 
environment. 


