
BR#86-176 

THE CONNECTICUT STATE UNIVERSITY 

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

RESOLUTION 

concerning 

JOB ESCRIPTION FOR THE POSITION 

ASSISTANT REGISTRAR/ACMINISTRATOR I11 
at , 

SOUTHERN CONNECTICUT STATE IbJIVERSITY 

NOVEMBER 14, 1986 

'RESOLVED, That the attached job description for the 
position, Assistant Registrar/Administrator 111, 

+ at Southern Connecticut State University, be 
accepted effective Novanber 14, 1986. 

A Certi 4ed True Copy: 1 
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New Britain 
Willimantic 

President 
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SOUTHERN CONNECTICUT STATE UNIVERSITY 

Assistant Registrar/Adminis. 

SUPERVISOR: 

SUPERVISION EXERCISED: 

INCUMBENT NAME: 

POSITION SUMMARY : 

Shares responsi bi  1 i t y  w i t h  Registrar  and 
day t o  day operation o f  the reg i s t r a t i on  syst 
evaluation and reg i s t r a t i on  o f  students and t 

POSITION RESPONSIBILITIES: 

Supervise the reg i s t r a t i on  s t a f f  and a1 1 aspects o f  reg is t ra t ion ,  
inc lud ing drop/adds , withdrawals , etc. during afternoons and: thgse .eyentngs 
when o f f i ce  i s  open f o r  reg is t ra t ion .  

Update the b u l l e t i n  board o f  course o f fer ings.  

Audi t degree requi rements . 

@ 
Supervise post ing o f  grades, t r ansc r i p t  production, and other operations 

o f  the o f f i ce .  . , . 

Performs other  dut ies and responsi b i  1 i t i e s  re la ted  t o  those enumerated 
above which do not  a l t e r  the basic l eve l  o f  r espons ib i l i t y  of the pos i t ion.  

EDUCATION AND EXPERIENCE : 

A baccalaureate degree. A b i l i t y  t o  work w l t h  the academtc pub l ic :  
students, f acu l t y  and s t a f f  i s  necessary. Previous records o f f  I ce  experience 
I s  preferred. These qua1 i f i c a t i o n s  may be waived f o r  ind iv idua ls  w i  t h  appropriate 
a1 ternate experience, 

SPECIAL NOTATION: 

This I s  a 20 hour per  week pos i t ion.  

ADMINISTRATIVE FACUL 

IMMEDIATE SUPERVISO 

DEAN OF PERSONNEL A 



PROCEDURES AND SIGNATURES FOR POSITION ACTION REQUEST FORMS 

@ ITION TITLE: Ass i s t an t  R e g i s t r a r ,  Admin. I11 

JNITIATING PRESIDENT OR AGENT FOR THE PRESIDENT Roger J -  Bergh 
DATE October 14, 1986 

D a t  forms d e l i v e r e d  t o  SUOAF October 14,1986 by Roger J. Bergh I 
\$ I AGREE WITH PROPOSED RANK AND SALARY PURSUANT TO CONTRACT. 
\-\ I DO NOT AGREE WITH PROPOSED RANK AND SALAR 
\-\ SUOAF HAS NO POSITION AND AGREES BO 

OBLIGATIONS. 
SUOAF PRESIDENT OR DESIGNEE 

DATE 

Date re tu rned  t o  Local DPA from SUOAF 10/21/86 by R. Farricielli 

Date considered by Counci l  o f  DPAs 72- - 
\ APPROVED FOR SUBMISSION TO PERC Attachments: 
\-\ DISAPPROVED * p o s i t i o n  req. form \-\ . 

V I C E  PRESIDENT F New pos. desc. \-\ 
DATE Old pos. desc. \-\ 

Add i t i ona l  i n f o  \-\ 
Date APPROVED \-\ DISAPPROVED \-\ by PERC by 

APPROVED BY BOARD BY 

NOTES ON REVISIONS OR TECHNICAL CHANGES: 

1. Day Q. The Local DPA w i l l  c rea te  a paperwork package n e g o t i a t i n g  appropr iate items w i t h  the 
Local SUOAF designee. The set  o f  papers w i l l  con ta in  job descript ion, salary, rank, and 
r a t i o n a l e  t o r  PERC and the  Board. 

2. & 1-15. ' SUOAF. w i l l  be asked t o  review the matter ( a t  the state-wide l e v e l )  dur ing  a 15-day 
i n t e r v a l .  The o b j e c t i v e  i s  t o  show SUOAF a l l  the paperwork, t o r  f u r the r  nego t ia t i on  i f  
necessary, and .comment on other  matters. SUOAF re tu rns  papers and form appropr ia te ly  signed and 
dated. 

3 .  Day 16-30. Loca l  DPA b r ings  paperwork t o  DPAs meeting t o  review state-wide issues i f  any. 
I t  the re  are  none, the  appropr ia te  document i n  the package i s  signed by and l e f t  w i t h  the  Vice 
President  f o r  Personnel. Local  DPA provides signed copy t o  SUOAF. I f  s i g n i f i c a n t  changes a re  
required, documents r e t u r n  t o  Step 1 above. Minor changes may be accomplished by phone 
c o n s u l t a t i o n  as appropriate. 

4.  && 31-60. Vice President  for Personnel submits package t o  PERC and subsequently t o  the 
Board. 

I 

5. Upon approval by the  Board, Local DPA informs Local SUOAF o f f i c e r  and appropr iate managerial 
p e e  of completed ac t  ion.. 

*** 
(Rev. 6/86) 


