
RESOLUTION 

concerning 

ESTABLISHMENT OF POSITION 

ASSISTANT TO THE ASSOCIATE I=EAN OF A~INISTRATIVE AFFAIRS/ 
ACMINISm'R I1 
(Auxiliary Fund) 

at 

SOWEERN CONNECTICUT STATE UNIVERSITY 

JULY 24, 1987 

RESOLVED, That the Auxiliary-funded position, Assistant to 
the Associate Ban of Administrative Affairs/ 
Administrator 11, be established at Southern 
Connecticut State University, effective July 24, 
1987, in accordance with all provisions and 
expectations as set forth in the proposal attached 
to this Resolution. 

A ~ertlfied True Copy: 

President 

Central Connecticut State University New Britain Southern Connecticut State University New Haven 
Eastern Connecticut State University Willimantic Western Connecticut State University Danbury 

An Equal Opportunity Employer 



GSU-200 
THE CONNECTICUT STATE UNIVERSIV 

4 -P.O. 80s 2008 NW Britain. Connecticut 06050 (203) 827.7700 

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

Submitted 7-15-87 
Date 

By: . CSU ( ) 
ccsu ( ) scsu (x) 

, ECSU ( ) WCSU ( ) 

POSITION DATE PERM (X ) FT (X ) 
ACTION: ESTABLISH ( X )  BECLASSIFY ( ) OTBEB ( ) EFVECTIVE 7-24-87 . . TPlP 4 ) PT ( ) 

POS IT1 ON 
TXTtE : Ass i s tan t  I ~ t . r a t . 1 ~ ~  t o  t h e  A f f a ~  Assoc rs .Dean of (7917) 
1- 

~ n .  T T  
(Class Code) PROPOSED (Class Code) 

POSIT1 ON CURRENT PROPOSED B ARC 
NUHBFR: SALARY SALARY $23,000 mTM) AUX. UNIT SUOAF 

from to 

R E S O L U T I O N  BRI 

'RESOLVED, That t he  p o s i t i o n  Ass i s tan t  t o  t he  Associate Dean o f  Admin i s t ra t i ve  A f f a i r s ,  
Admin i s t ra to r  11, be es tab l i shed  a t  Southern Connect icut S ta te  U n i v e r s i t y  
e f f e c t i v e  J u l y  24, 1987. 

A Certified True Copy 
Dallas K.  Beal, President, CSU Dace 

P E R C o d t  tee 7- 22-87 
Date 

BOARD OF TRUSTEES 7-24-87 
Date 

JUSTIPICATION: (Use Reverne Side If Mdftioual Space Is Needed) 

Establ ishment o f  t h i s  p o s i t i o n  i s  requested i n  o rder  t o  f u l f i l l  the  Contract  
Compl iance Regulat ions es tab l  i shed by the  Connect icut  Commission o f  Human 
R igh ts  and Oppor tun i t ies .  This  p o s i t i o n  was approved f o r  1987-1988 and w i l l  
be t r a n s f e r r e d  t o  t he  General Fund i n  FY 1989 if a  new p o s i t i o n  i s  author ized.  

~ 2 3 , 0 0 0  
Xpprox. Cost 



SOUTHERN CONNECTICUT STATE UNIVERSITY 

A s s i s t a n t  t o  t h e  Assoc ia te Dean of A d m i n i s t r a t i v e  A f f a i r s /  A d m i n i s t r a t o r  I 1  

SUPERVISOR: Assoc ia te Dean f o r  A d m i n i s t r a t i v e  A f f a i r s  

SUPERVISION EXERCISED: 

INCUMBENT: 

POSITiON SUMMARY: 

Coord inates t he  agency c o n t r a c t  r e l a t e d  f u n c t i o n s  t o  ensure compliance 
w i t h  s t a t e  and f e d e r a l  r e g u l a t i o n s  and a s s i s t s  t h e  Assoc ia te  Dean. 

POSITION RESPONSIBILITIES: 

Coordinates a l l  purchas ing o f f i c e  requi rements r e l a t i n g  t o  CHRO Con t rac t  
Compliance Regulat ions.  

Ma in ta ins  accura te  records of  a l l  purchase eva lua t i ons ,  forms, r e p o r t s  t o  
CHRO, b i dde r  n o t i f i c a t i o n  forms and o t h e r  r e l a t e d  m a t e r i a l s .  

Reviews vendor con t rac t s ,  b i ds ,  e t c . ,  develops systems t o  mon i t o r  compliance 
and coord ina tes  t h e  p r e p a r a t i o n  o f  suppo r t i ng  documentation f o r  c o n t r a c t  c r e d i t  
and payment; rev iews vendors'  a f f i r m a t i v e  a c t i o n  p lans  and goa ls  t o  ensure 
compliance w i t h  EEO and CHRO laws, r e g u l a t i o n s  and gu ide l i nes ;  serves as a  l i a i s o n  
between t h e  agency and CHRO and vendors; prepares weekly r e p o r t s  t o  CHRO o f  a l l  
c o n t r a c t  awards. 

I 

A s s i s t s  t he  Assoc ia te  Dean w i t h  t h e  p repa ra t i on  and payment o f  con t rac t s .  

A s s i s t s  t h e  Assoc ia te  Dean w i t h  t he  rev iew and approval  of purchase o rders ,  , ,? 
i n vo i ces ,  o u t - o f - s t a t e  t r a v e l  requests ,  honorariums, personal  s e r v i c e  c o n t r a c t s  and ! 
te lephone s e r v i c e  requests .  

A s s i s t s  t he  Assoc ia te Dean i n  t he  genera l  ope ra t i on  and c o o r d i n a t i o n  of 
a d m i n i s t r a t i v e  and a u x i l i a r y  s e r v i c e  areas w i t h i n  t h e  r e s p o n s i b i l i t y  o f  t he  
Assoc ia te Dean. 

Performs o t h e r  d u t i e s  and responsi  b i l  i t i e s  r e l a t e d  t o  those enumerated above 
which 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 .  

EDUCATION AND EXPERIENCE: 

Two yea rs '  exper ience i n  an a f f i r m a t i v e  a c t i o n  o r  equal o p p o r t u n i t y  program 
i n c l u d i n g  hand1 i n g  c o n t r a c t  admi n i  s t r a t i  on and c o n t r a c t  compl iance.  A b a c h e l o r ' s  
degree i s  r equ i red .  These q u a l i f  'Ca t ions  may i n d i v i d u a l s  w i t h  
app rop r i a te  a l t e r n a t e  experienJ // 

F 

IMMEDIATE SUPERVISOR dL(+ ,, 
1 1  / /  

DEAN OF PERSONNEL ADMINISTRATION , 1 h : *+K 



S U O A F / A F S C H E  POSIT ION A C T I O N  R E Q U E S T  

F O R M  AND P R O C E D U R E S  

P o s i t i o n  t, +l\rr- =rf., Ile-- f i j  bbnm,s+w& . . , A%;rs  RAM.^ 
Campus s, C , 55, L\ Date 

a E V E L  1, Bay 0 CampusPDPA c r e a t e s  and p resen ts  package t o  Chapter l e v e l  SUOAFIAFSCME 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 a p p l i c a b l e :  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 
i n f o r m a t i o n  requ i red .  

INITIATING PRESIDENT OR DESIGNE 

DATE PRESENTED T O  CAMPUS SUOAF 

SUOAF/AFSCME CAMPUS REVIEW AND 

DATE OF SUOAF CAMPUS REVIEW 

THE ABOVE-MENTIONED PACKAGE HAS BEEN FORWARDED TO THE LOCAL UNION B Y  TYE CAMPUS DPA. 

LEVEL 2, Not  t o  exceed 10 w o r k i n g  days a f t e r  r e c e i p t  Statewide SUOAF/AFSCME rev iew 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  

SUOAF/AFSCME LOCAL PRESIDENT O R  DESIGNEE 

DISPOSITION A T  SUOAF LOCAL LEVEL: 
proposed rank and s a l a r y  

DATE RETURNED T O  LOCAL DPA 

@EYE1 3, l o t  t o  exceed 10 w o r k i n g  days a f t e r  r e c e i p t  Loca l  DPA b r i n g s  paperwork t o  s ta tew ide  OPA's meet ing 
l 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 re  requ i red ,  documents a re  r e t u r n e d  a t  L e v e l  1. Minor  changes may 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 .  

DATE CONSIDERED BY DPA1s COUNCIL 

DISPOSITION AT COUNCIL LEVEL: 
( )approve submiss ion t o  PERC ( )d isapprove submiss ion t o  PERC 
Comments o r  Recommendations: 

VICE PRESIDENT FOR PERSONNEL DATE 

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 DPA t o  i n f o r m  t h e  campus and L o c a l  SUOAF/AFSCME represen ta -  
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 .  

DISPOSITION A T  PERC LEVEL: 

DATE 

DATE OF BOARD APPROVAL 

W T E  OF BOARD DISAPPROVAL - - .  

OVER FOR APPLICABLE POSITION DESCRIPTION 




