
THE CONNECTICUT STATE UNIVERSITY 

P.O. Box 2008 New Britain, Connecticut 06050 (203) 827-7701 

concerning 

ESTABLISHMENT OF TW3 (2) GRANT-FUNIXD POSITIONS 

ASSISTANT DIRECTOR OF COOPERATIVE ELUCATION, 
(ONE FOR BUSINESS & ONE FOR TECHNOLOGY)/A~INISTRATOR 111 

CENTRAL, CONNECTICUT STATE UNIVERSITY 

RESOLVED, That two (2) temporary grant-funded positions, 
Assistant Director of Cooperative Education (one 
for Business and one for Technology)/Adrninistrator 
111, be established at Central Connecticut State 
University, effective September 4, 1987, in 
accordance with all provisions and expectations as 
set forth in the proposal attached as an addendum 
to this Resolution. 
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P O S I T I O N  A C T I O N  B E Q U E S T  

POSITION DATE PERW ( ) F'T k) 
ACTION: ESTABLISH (X ) ltECLASSIFP ( OTBEB ( 1 EFPECTIm 9/4/87 ..- ) PT ( ) 

r POSITION 
Assistant Director C-ve ~ d u c a t i m  TITLE : I 

CURRENT (Class Code) PROPOSED (Clarrs Code) 

POSITION CURRENT PROPOSED BARG 
NIMBER: SALCLRY SALARY $28.000@ FUND Grant UNIT A d m a a ~  

f tom to  
-- - 

R E S O L U T I O N  BRI 

RESOLVED, 

That two positions of Assistant Director of Cooperative Education, Administrator 111, 
be established at Central Connecticut State University effective September 4, 1987 
in'accordance with the proposal below and the attached job descriptions. 

A C e r t i f i e d  True Copy 
Dallas K .  Beal, P r e s i d e n t ,  CSU Date 

PERCod t tee BOARD OF TRUSTEES 
Date  Date 

3USTIFICATION: (Use Reverse  S i d e  If A d d i t i o n a l  Space  Ir Needed) 

A grant fran the U.S. Department of Education, Title VIII, will create these 
two tgcporary Cooperative Education positions--one for Business, and one for 
Technology. The positions will only be filled if the grant ccrnes through. 

a. 
$56,000. -G % * b e  

- - n- - - 



CENTRAL CONNECTICUT STATE UNIVERSITY 

Position Description 

- 

Position Tit le:  Assistant Director, Cooperative Education 

Administrative Rank: Administrator I11 

Department: cooperali ve Educa t i  on 

. Supervisor(s) Posi tion/Ti t l e :  Director of Cooperative Education 

The Assistant Director i s  the individual most directly responsible for 
providing di rect  service t o  co-op students i n  the School of Business. 
This service includes but i s  not limited to recruitment ac t iv i t ies ,  pre- 
intake and post-i ntake, advisement, conducting career development seminar(s), 

* 
job development, placement referra ls  and f ie ld  supervision. 

" - 
POSITION RESPONSIBILITIES! 

4.. Recruitment: To plan and implement recruitment ac t iv i i tes  such as .L 

Individual meetings with guidance counselors , participation in "college 
night" programs, conduct "open-house" mee tings . 

2. Pre-intake and post-intake advisement. Conduct "individual orientation/ 
. advisement sessions with incoming students and parent(s) when appropriate. 

Provide academic and personal adjustment advisement. Provide individual 
assistance i n  preparing students for job  placement. 

- .- - 3.- Career Development Seminar, - Teach one or more sections of a sixteen (16)' 
hour career development seminar. 

4. Job Development. Develop sufficient  j o b  placements to ensure placement 
for up to s ix ty  (60) students in a given work term. 

5. Placement Referrals. Refer students for  co-op placement. ~ a k h  nhcessary 
. interview arrangements. 

- -  - 

6. Field Supervision: Conduct on-si t e  v i s i t s  during student work terms. 

QUALIFICATIONS: 

Bachelor's degree and three years relevant experience in ei ther  Cooperative 
Education and/or career planning and placement i n  higher education required. 

Master's degree and three or more years of non-education employment in a 
Business environment preferred. 

e Twel ve-mon t h  pos i t i  on 

SALARY : 



Position Description 

Posi tibn Ti t le :  Assistant Director, Cooperative Education 

Administrative Rank: Administrator I11 

Department: Cooperative Education 

Supervisor(s) Posi tion/Ti t l e :  Director of Cooperative Education 

The Assistant Director i s  the individual most d i rec t ly  responsible f o r  
providing d i rec t  service to  co-op students i n  the School of Technology. 
T h i s  service includes b u t  i s  not limited to  recruitment a c t i v i t i e s ,  pre- 
intake and post-intake, advisement, conducting career development seminar(s1, 
job development, pl acement r e fe r ra l s  and f i e l d  supervision. 

POSITION RESPONSIBILITIES: 

1. Recruitment: To plan and implement recruitment a c t i v i t i e s  such as 
Individual meetings with guidance counselors, par t ic ipat ion i n  "college @ night" programs, conduct "open-house" meetings . 

2. Pre-intake and post-intake advisement. Conduct individual or ientat ion/  
advisement sessions with incoming students and parent (s )  when appropriate. 
Provide academic and personal adjustment advisement. Provide individual 
assistance in preparing students f o r  job placement. 

3 .  Career Development Seminar. Teach one or more sections of a sixteen 
(16) hour career development seminar. 

4. Job Development. Develop su f f i c i en t  job placements to  ensure placement 
f o r  up t o  s ix ty  (60) students in a given work term. 

5. Placement Referrals. Refer students f o r  co-op placement. Make necessary 
interview arrangements. 

6. Field Supervision: Conduct on-si t e  v i s i t s  during student work terms. 

QUALIFICATIONS: 

Bachelor's degree and three years re1 evant experience i n  e i t h e r  Cooperative 
Education and/or career planning and placement in higher education required. 

Master's degree and three or  more years of non-education employment i n  a 

a technical or  manufacturing environment preferred. 

Twelve-month position 
SALARY : 28,000 
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S U O A f / A F S C I ( E  P O S I T I O W  A C T I O R  R E Q U E S T  
L ' 

F O R M  A I D  P R O C E D U R E S  

P o s i t i o n  l i t1  ~ ; o d g . r r n f t ~ z  B L C P ~ ~ O H  / & ? i n / . s ~ r d o ~ Z  

Date ?--30-8 7 
Lk"i1 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  rev iew.  

At tachments 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 t e m s  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) 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 - ~ o a r d ,  and 4) any a d d i t i o n a l  
i n f o r m a t i o n  requ i red .  

IRITIATIWG PRESIDENT OR DESIGNEE 
" - 

DATE PRESENTED 10  CAMPUS SUOAl REPRESENTATIVE 7-90 - 8 t' 
SUOAF /MSCME CAMPUS REVIEY AND RECOMMENDATION B Y  'IL ,, ,: 34 Afi r L. ! 

DATE OF SUOAF CAMPUS REVIEW 3!/ ,'F 1 J 

THE ABOVE-MENTIONED PACKAGE HAS BEEN FORUARDED TO THE LOCAL UNION BY THE CAMPUS DPA. 

LEVEL 2, l o t  t o  exceed 1 0  v o r k i n g  days a f t e r  r e c e i p t  S ta tew ide  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 a p p r o v a 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  

SUOAF/ATSCME LOCAL PRESIDENT OR DESIGNEE 

DISP ITION AT SUOAF LOCAL LEVEL: 
d p r o v e  proposed rank  and s a l a r y  $$d$uQ ( )disapprove proposed rank  and s a l a r y  
Comments o r  Recommendations: 

DATE RETURNED TO LOCAL DPA 

, I 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  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 
ieu. 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  V ice  P r e s i d e n t  f o r  

Personnel.  The V i c e  P r e s i d e n 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/A~SCME 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  r e q u i r e d ,  documents a r e  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 .  

I 

DATE CONSIDERED BY DPA's COUNCIL 

ISPOSITION AT COUNCIL LEVEL: 
a r o v e  submiss ion  t o  PERC ( )d isapprove  submiss ion t o  PERC 

omments o r  Recommendations: k- 
I' 

VICE PRESIDENT FOR PERSONNEL T ~ c / i /  2 DATE $// ?! $ 7 
# 

LEVEL 4 V i c e  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  schedu led  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 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 .  t 

OISPOSIlION AT PERC LEVEL: 

( )approved ( )d isapproved 

DATE 

DATE O f  BOARD APPROVAL 

DATE Q))OARD DISAPPROVAL 

OVER FOR APPLICABLE POSITION DESCRIPTION 


