
concerning 

RECLASSIFICATION OF POSITION 

OFFICE AUTOMATION SYSTEMS SPECIALIST (CLASSIFIED) 
to 

ASSISTANT TO DIRECTOR OF INFORNATION SYSTEMS/ADMINISTRATOR 11 
(UNCLASSIFIED) 

CENTRAL CONNECTICUT STATE UNIVERSITY 

MAY 1, 1987 

RESOLVED, That the position of Office Autanation Systems Specialist 
(classified) at Central Connecticut State University be 
reclassified to Assistant to the Director of Information 
Systems/Administrator I1 (unclassified), effective May 1, 
1987, pursuant to the attached proposal dated March 3, 1987. 
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.CSU-200 
. THE CONNECTICUT STATE UNIVERSITY 

P.O. Box 2008 New Bntain. Connecticut OUSO (203) 827-7700 

P O S I T L O N  A C T I O N  B E Q U E S T  

Submitted 3/3/87 
Date 

By:. CSU ( ) 
ccsu ) SCSU ( ) 
ECSU ( ) WCSU ( ) 

I 

POSITION DATE s-/ -S7 PERq (X) FT (x) 
ACTION: ESTABLISH ( ) RECLASSIFY ( X  ) 0- ( ) EFPECTIv!! ..- 4 ) Pr ( ) 

POSITION Assistant  t o  Director of =xTL~:  Office Automation Systems Spec ia l i s t  Informa ti on Systems/ADM I I 
CURRENT (Class Code) PROPOSED (Class Code) 

POSITION CURRENT PROPOSED BARC 
1787 S U Y  $22,678. NUKBER: SALARY $27.000. FUND General UNIT Clerical  S u  

from t o  

R E S O L U T I O N  BR# 

RESOLVED, 

That the  position of Office Automation Systems Spec ia l i s t  ( c l a s s i f i ed )  
a t  Central Connecticut S ta te  University be rec lass i f i ed  a s  Assistant  t o  
the  Director of Information Systems, Administrator 11, e f fec t ive  
May'l, 1987 pursuant t o  the attached proposal dated March 3, 1987. 

A C e r t i f i e d  True Copy 
Date 

BOARD OF TRUSTEES 
-. Date - 

JUSTIFICATION: (Use Reverse S i d e  I f  M d i t i o a a l  Space 11 Needed) 
- 

The dut ies  of the  incumbent have evolved dramatically so t h a t  she i s  not only 
providing t ra in ing  t o  end users but i s  a l so  carrying a major responsibi l i ty  
f o r  overseeing the  highly special ized area of computer hardware and software 
purchasing. Purchasing o f f i ce r s  w i t h  l e s s  complex dut ies  s t a r t  a t  $,27,000, 
thus such a sa la ry  f o r  the  incumbent seems the  m i n i m u m  appropriate. Please 
see attached old and new job descriptions.  

I Approx.  Cost 
-9 

Signed (Univers i ty)  \ 
3kCh, 





a CENTRAL CONNECTICUT STATE UNIVERSITY 
POSITION DESCRIPTION 

Position Title: Assistant to the Director of Information Systems 

Rank: Administrator I1 

Department: Information Systems 

Supervisor's Title: Director of Information Systems 

POSITION SUMMARY 

Serves as user services and purchasing coordinator, software trainer and 
assistant to the Director. 

POSITION RESPONSIBILITIES 

Coordinates solicitation and processing of bids and proposals for computer 
hardware, software and peripherals and recommends final action. 

Coordinates post award contract administration of purchases. 

Organizes installation of equipment and posting t o  hazard insurance 
inventory contra1 plan. 

Runs training seminars in the use of various word processing software 
packages. 

-- Works individually with users t o  train them in the use of various - software 
= packages. 
- 

Serves as resource person for software users t o  assist in problem solving - 
- and application development. 

Supervises data entry staff operations. 

Maintains date center personnel, correspondence and purchase records. 

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

QUALIFICATIONS 

Bachelor's degree and two or three yearDs experience in the field. These 
qualifications may be waived for appropriate alternate combinations of 
experience and training. 





' OFFICE AUTOMATION SYSTFMS SPECIALIST 

-1 The fo l lowing d u t i e s  may be requ i red  of  t h e  O f f  ice Automation sys&ms 
S p e c i a l i s t  i n  a d d i t i o n  t o  t h e  d u t i e s  descr ibed above: r e sea rches ,  
develops and mainta ins  m a t e r i a l s  such a s  manuals, u s e r  guides and t r a i n i n g  
m a t e r i a l s ;  r e c e i v e s ,  reviews and implements o r  makes recommendations o r  
r e f e r r a l s  t o  p r o f e s s i o n a l  s t a f f  concerning s p e c i f i c  p r o j e c t  o r  system 
reques ts ;  implements o r  a s s i s t s  i n  t h e  implementation of  s p e c i f i c  
a p p l i c a t i o n s ;  determines t h a t  informat ion  flow meets s t andards  and u s e r  
requirements;  r e sea rches ,  e v a l u a t e s  and a s s i s t s  i n  determining most 
a p p r o p r i a t e  hardware o r  software;  provides  o r  r e f e r s  t o  a p p r o p r i a t e  
suppor t  l e v e l  f o r  problem r e s o l u t i o n  o r  o t h e r  a s s i s t a n c e  i n  such a r e a s  a s  
procedures, equipment and sof tware  packages; monitors,  e v a l u a t e s  and 
trouble-shoots  such a r e a s  a s  system use/maintenance and back-up, d i s k  
space a l l o c a t i o n ,  s e c u r i t y , d a t a  comnnrnication problems and response t i m e ;  
performs, coord ina tes  o r  a s s i s t s  i n  purchasing, a c q u i s i t i o n ,  i n s t a l l a t i o n ,  
placement, s to rage ,  maintenance, inventory  and d i s t r i b u t i o n  processes;  
provides  f o r  and conducts t r a i n i n g ;  a s s i s t s  superv i so r  i n  budget 
monitoring and long-range planning;  performs genera l  c l e r i c a l  dut ies :such 
as . typ1ng and f i l i n g ;  performs r e l a t e d  d u t i e s  a s  r equ i red .  

I MINIMUbI QUALIFICATIONS REqUIRED 
KNOWLEDGE, SKILL AND ABILITIES: 

Considerable knowledge of o f f  i c e  automation system concepts ,  terminology, 
a p p l i c a t i o n s  and c a p a b i l i t i e s ;  cons ide rab le  knowledge of procedures and 
documentation needed i n  r e l a t i o n  t o  o f f i c e  automation a p p l i c a t i o n s ;  
knowledge of o f f i c e  management techniques ;  cons ide rab le  i n t e r p e r s o n a l  
a b i l i t y ;  o r a l  and w r i t t e n  communications s k i l l s ;  a b i l i t y  t o  develop and 
conduct t r a i n i n g  courses ;  a b i l i t y  t o  e s t a b l i s h  and mainta in  system 
procedures;  a b i l i t y  t o  analyze ,  r e sea rch  and recommend a c t i o n  r e l a t e d  t o  
system and agency needs; a b i l i t y  t o  analyze  and apply  sof tware  op t ions  f o r  = 
optimum e f f e c t i v e n e s s ;  a b i l i t y  t o  comprehend and apply complex w r i t t e n  and 

- o r a l  i n s t r u c t i o n s ;  a b i l i t y  t o  i d e n t i f y  and r e s o l v e  equipment and 

I 
- a p p l i c a t i o n s  problems. 

I - - EXPERIENCE AND TRAINING: 

I General Experience: Four ( 4 )  y e a r s  of c l e r i c a l  experience.  

I S p e c i a l  Experience: Two (2) y e a r s  of t h e  General Experience must have 
included working w i t h  u s e r s  on a r e g u l a r  b a s i s  i n  developing, implementing 
and mainta in ing s p e c i f i c  a p p l i c a t i o n s  f o r  an o f , f i ce  automation system. 

S u b s t i t u t i o n s  Allowed: College t r a i n i n g  i n  o f f  ice  automation systems, , 

d a t a  process ing o r  o t h e r  c l o s e l y  r e l a t e d  f i e l d  may be s u b s t i t u t e d  for  t h e  
General Experience requi red  on t h e  b a s i s  of f i f t e e n  (15) semester  h o u r s '  
e q u a l l i n g  s i x  (6) months of exper ience  t o  a  maximum of two (2) y e a r s ,  

I @is r e p l a c e s  t h e  s p e c i f i c a t i o n  of Off i c e  Information Systems S p e c i a l i s t  
S a l a r y  Group CL 16, approved e f f e c t i v e  August 9, 1985. 



OFFICE AUTO1\IATION SYSTEMS SPECIALJST 

CLASSIFIEDICOFIPETITIVE 
CLASS CODE: 6007 
FINAL NO: 5115a 

PURPOSE OF CLASS: 

S.C. CL $6 
B.U. 07 
O.C. 05 
E f f e c t i v e  Date 

A s  a s s i s t a n t  t o  t h e  manager ( o r  manager 's  de s ignee )  who is  p r i m a r i l y  
r e s p o n s i b l e  f o r  development and implementat ion o f  agency-wide o f f i c e  
automation systems, t h i s  c l a s s  is  accoun tab l e  f o r  a  v a r i e t y  of  
a d m i n i s t r a t i v e  and t e c h n i c a l  f u n c t i o n s ,  p rov id ing  a d m i n i s t r a t i v e  
a s s i s t a n c e  t o  t h e  manager and des igna t ed  o f f i c e  au tomat ion  p r o f e s s i o n a l  
suppor t ,  i f  a p p l i c a b l e ,  and p rov id ing  c o o r d i n a t i o n  th roughout  t h e  agency.  

GUIDELINES FOR CLASS USE: 

Use of  t h i s  c l a s s  is r e s t r i c t e d  t o  one p o s i t i o n  p e r  agency a c c o r d i n g , : t o  
t h e  requirement  i n d i c a t e d  i n  t h e  Purpose of C la s s .  

Th i s  c l a s s  is  n o t  in tended  f o r  t h o s e  p o s i t i o n s  w i t h  pr imary r e s p o n s i b i l i t y  
f o r  supe rv i s ing  o r  a s s i s t i n g  equipment u s e r s  o r  f o r  o p e r a t i n g  equipment 
a l though t h e s e  f u n c t i o n s  may be r e q u i r e d  of t h e  p o s i t i o n .  

The r e s p o n s i b i l i t i e s  of t h i s  c l a s s  may encompass a combinat ion of word 
p roces s ing  and d a t a  p roces s ing  f u n c t i o n s  depending upon agency 
requi rements  i n  o f f i c e  automation.  

SIJPERVISION RECEIVED: ' 

Receives  g e n e r a l  d i r e c t i o n  from a manager o r  manager 's  d e s i g n e e  
- r e s p o n s i b l e  f o r  agency-wide o f f i c e  automation sys tems .  

- SUPERVISION EXERCISED: 

- May l e a d  employees of lower grade ;  p r o v i d e s  t r a i n i n g  arid gu idance  t o  
agency personnel .  

- 8  

EXAIIPLES OF DUTIES: 

Provides  admin i s t r a  t i v c  and t e c h n i c a l  a s s i s t a n c e  t o  t h e  manager, manager 's  
de s ignee  and/or  p r o f e s s i o n a l  o f f i c e  au tomat ion  s u p p o r t  team; c o o r d i n a t e s  
c e n t r a l  s i t e  suppor t  f u n c t i o n s  th roughout  t h e  agency; deve lops ,  m a i n t a i n s  
and implements g u i d e l i n e s  and procedures  and p r e p a r e s  and m a i n t a i n s  
documentation and r e p o r t s  r e l a t e d  t o  agency-wide a c t i v i t i e s  i n  o f f i c e  
automation;  promotes and e n s u r e s  t h e  e f f e c t i v e  u s e  of  t h e  agency ' s  o f f i c e  
automation systems which may i n c l u d e  a number of  independent  i n f o r m a t i o n  
p roces s ing  sites, c l u s t e r s  and /o r  sha red  l o g i c  sys tems;  a s s e s s e s ,  makes 
recommendations and /o r  p rov ides  f o r  t r a i n i n g  needs  of v a r i o u s  agency  
u s e r s ;  a c t s  a s  l i a i s o n  between u s e r s l p o t e n t i a l  u s e r s ,  p r o f e s s i o n a l  s u p p o r t  
s t a f f  and vendors  i n  o f f i c e  au tomat ion  s e r v i c e s  provided  o r  coo rd ina t ed  by  
t h e  c e n t r a l  s i te .  



S U O A F / A F S C M E  P O S I T I O N  A C T I O N  R E Q U E S T  
f 

t F O R M  A I D  P R O C E D U R E S  xi$# 

0 s i t i o n  litle/w;,fo@t # &hebOk & f , & f ~ ~ . & w  G'y.cfcns/&:,idru & 
bampus l e d  t r ~  I Date 7 - 3  -87 

LEVEL 1, Bay 0 Campus DPA c r e a t e s  and p resen ts  package t o  Chapter l e v e l  SUOAF/AFSCME designee f o r  review. 
Attachments s h a l l  i n c l u d e  t h e  f o l l o w i n g  i tems where app l i cab le :  1) a  copy o f  t h i s  sheet, 2) new and 

former p o s i t i o n  d e s c r i p t i o n s ,  3) s a l a r y ,  rank, and r a t i o n a l e  f o r  PERC and t h e  Board, and 4) any a d d i t i o n a l  
i n f o r m a t i o n  requi red,  

INITIATING PRESIDENT OR DESIGNEE &@ 
DATE PRESENTED T O  CAMPUS SUOAF REPRESENTATIVE 3-3-67 
SUOAF/AFSCME CAMPUS REVIEU AND RECOMMENDATION B Y  J 3 7  

7 - I 

DATE OF SUOAF CAMPUS REVIEW 3/16/87 
THE ABOYE-MENTIONED PACKAGE HAS BEEN ~ R U A R D E D  T O  THE LOCAL UNION BV THE CAMPUS DPA. 

LEVEL 2, l o t  t o  exceed 1 0  w o r k i n g  days a f t e r  r e c e i p t  Statewide SUOAF/AFSCME r e v i e w  occurs d u r i n g  t h i s  
i n t e r v a l .  F u r t h e r  n e g o t i a t i o n  may occur a t  t h i s  l e v e l  p r i o r  t o  f i n a l  Union approval.  Upon such approva l  
SUOAF s h a l l  r e t u r n  a l l  m a t e r i a l s  t o  t h e  i n i t i a t  e r s i t y  DPA o r  h i s  designee, 

SUOAF/AFSCA LOCAL PRESIDENT OR DESIGNEE ka Date 

DISPOSITION AT SUOAf LOCAL LEVEL: \ '  
( f ipprove proposed rank and s a l a r y  

b$ .,CD ( )disapprove proposed rank and s a l a r y  
Comments o r  Recommendations: $ t i  

TE RETURNED TO LOCAL DP6 @ VEL 3, l o t  t o  exceed 1 0  w o r k i n g  days a f t e r  r e c e i p t  L o c a l  DPA b r i n g s  paperwork t o  s t a t e w i d e  DPA's meet ing 
f o r  review. I f  no f u r t h e r  i s s u e s  a r i s e ,  t h e  document i s  s igned  by and remains w i t h  t h e  Vice Pres iden t  f o r  
Personnel. The Vice Pres iden t  f o r  Personnel a l s o  p r o v i d e s  a  s igned  copy t o  t h e  SUOAF/AFSCME L o c a l  P r e s i -  
dent. I f  s i g n i f i c a n t  changes a r e  requ i red ,  documents a r e  r e t u r n e d  a t  L e v e l  1. H i n o r  changes nay be ef- 
f e c t e d  by a p p r o p r i a t e  phone c o n s u l t a t i o n .  

7 I - 
= DATE coNsIoraro BY DPA'S COUNCIL L / / c / / ~  

- 
-- 

- DISPOSITION AT COUNCIL LEVEL: / I  

- p a p p r o v e  submiss ion t o  PERC ( )d isapprove submiss ion t o  PERC 
- omments o r  Recommendations: 

VICE PRESIDENT FOR PERSONNEL r DATE ;,$/7!_~7 
- 

LEVEL 4 Vice P r e s i d e n t  f o r  Personnel submi ts  package t o  PERC a t  i t s  n e x t  scheduled meeting. Upon PERC 
a c t i o n  i t  i s  t h e  r e s p o n s i b i l i t y  o f  t h e  Campus OPA t o  i n f o r m  t h e  campus and L o c a l  SUOAF/AFSCME representa-  
t i v e  and a p p r o p r i a t e  management o f f i c i a l s  o f  PERC d i s p o s i t i o n .  .Y 

DISPOSITION AT PERC LEVEL: 

( )approved ( )d isapproved 

DATE 

DATE OF BOARD APPROVAL 

I) OF BOARD DISAPPROVAL 

OVER FOR APPLICABLE POSITION DESCRIPTION 



A/&. . 

CENTRAL CONNECTICUT STATE UNIVERSIT 3 
- 

P O S I T I O N  D E S C R I P T I O N  

Position Title: Assistant to the Director of Information Systems 

Rank: Administrator I1 

Department: Information Systems 

Supervisor's Title: Director of Information Syetems 

POSITION SUMMARY 

Serves as user services and purchasing coordinator, software trainer and 
assistant to the Director. 

POSITION RESPONSIBILITIES 

Coordinates solicitation and processing of bids end proposals for computer 
hardware, software and peripherals and recommends final action. 3 LCoordinatea post awerd contract administ,ration of purchsses. 
Organizes installation of equipment and posting to hazard insurance 

a 
9 -- inventory contra1 plan. 

Runs training seminars in the use of various word processing software 
packagee. - 

- 

- Works individually with users to train them in the use of various software 
packages. 

- 

Serves as resource person for software users to assist in problem solving 
and application development. 

Supervises data entry staff operetions. 

Maintains data center personnel, correspondence and purchase records. 

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 two or three year's experience in the field. These 
qualifications may be waived for appropriate alternate combinations of 
experience and training. 

- -- 
A- 


