
BR# 87-137 

THE CONNECTICUT STATE UNIVERSITY 

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

RES0L;UTION 

concerning 

RECLASSIFICATION OF POSITION 

UNIT SUPEFWISOR (CLASSIFIED) 
to 

ASSISTANT TO THE DIRECrOR OF AMISSIONS AND RECORCG/ 
AMINISTRATOR 11 (UNCLASSIFIED) 

EASTERN CONNECTICUT STATE UNIVERSITY 

Central Connecticut State University New Brita~n Southern Connecticut State University New Haven 
Eastern Connecticut State University Willimantic western Connecticut State University Danbury 

An Equal Opporrunrry Employer 

-- - - -  

SEPTEMBER 4, 1987 

RESOLVED, That the classified position, Unit Supervisor at 
Eastern Connecticut State University, be reclass- 
ified to Assistant to the Director of Admissions 
and Records/Administrator I1 (unclassified), 
effective June 5, 1987, in accordance with all 
provisions and expectations as set forth in the 
proposal attached as an addendum to this 
Resolution. 

A ~er@fied True Copy: 

President 





Addendum BR#8 7-13? 
+. ./ .' ,<. I 

- - - 
, \' - 

POSITION ACTION REQUEST 

POSITION DATE PERM (XX) FT KX 1 
ACTION: ESTABLISH ( 1 RECLASSIFY (XX) EFF. 6/5/87 TEMP( 1 PT( 1 

ABOLISH ( OTHER ( 1 

POSITION . . 

POSITION CURRENT841.12 PROPOSED 919.55 BARG 
NUMBER 0009 SALARY (2 1 ,953.00 ) SALARY (24,000.00) UNIT NP-3 - SUOAF - 

FUND Gen . From 

RESOLUTION BR# 

RESOLVED, That the present Unit Supervisor position be reclassified to 
Assistant to the Director of Admissions 6 Records (Administrator 2) 
to include the assumption of course file, graduate audit and student 
information responsibilities. 

A Certified True Copy 
Dallas K. Beal, President Date 

PERCommit tee 8/26/87 
Date 

BOARD OF TRUSTEES 9/4/57 
Date 

JUSTIFICATION: This reclassification is intended as part of an overall 
reorganization of the Office of Admissions & Records involving 
the transfer of course file and classroom scheduling responsibilities. 
This particular position will assume duties previously performed 
by other administrators who will now assume the above tasks. A 
9.3% salary increase is proposed for the incumbent. 

RECEIVED 

THE CONNECTICCIT 
C - r t -  . ,. 

6 , - a  - r .  .. . -, ,-, ,.! 

- 
Approx. Cost 

t s  ,w 1-b? 8110187 
Signed (University) Date 



EASTERN CONNECTICUT STATE UNIVERSITY 
POSITION DESCRIPTION 

POSITION TITLE: ASSISTANT TO THE D I R E O R  OF ADMISSIONS AND RECORDS 

ADMINISTRATIVE RANK: 2 

INCUMBENT : JOAN SERWSKI 

Under the supervision of the Associate Director of Admissions and Records, the 
Assistant to the Director performs the following functions: 

1. Evaluates transcripts of transfer students from other post-secondary 
institutions as required. 

2. Conducts graduation audits and assists in preparing recommended grad- 
uation lists. 

3. Assists with maintenance of the University course file as developed by 
the Office of Academic Affairs. 

4. ~ ~ 1 s t ~  with registration, add-drop, and orientation for incoming 
undergraduate students. 

5. Assists in providing statistical reports as required. 

6 .  Interfaces with the Data Center in regard to information transmitted 
to and from that office. 

7. Assists with the admissions and recruitment program for all incoming 
undergraduate students. a 

8. Coordinates the computerized student information system that serves as 
the data base of the University. 

9. Coordinates operation of the on-line registration system. 

10. Supervises clerical staff and provides training on computer applications, 
- -student information systems, and new policies and procedures. 

1 -Performu other dutiee and reeponeibilitiea related to thoee enumerated 
. a w e  which do not alter the basic level of responsibility of the 

- posltlon. 

QUALIFICATIONS 

Bachelor's degree required. Master's Degree preferred. One to two years 
experience in higher education. 

meae qualifications aay be waived for individual8 with appropriate alternate 
experience. 

j 3B7  
For the University Date For the 'Union 
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roan rro P a o c r o a a r s  

I Pos i t ion  t i t l e  Assista~~t to the  >.rector of Admiss?-ons 6 Records 

a s t e r n  Comectf.cut S t a t e  Uni-rers?'.ty Data 8 /  ' i Q / G i  

* Y @ C0.u~ DPA creates 8nd presonts packago t o  Chaptor l e v e l  SUOA~,AFSCME designee for  revlow. 
At tacbwnts s h a l l  include tbe fo l lov iog  Itmas vhoro applicable: 1) a copy o f  t h i s  shoot, 2) now and 

f o m r  pos i t i on  descriptions, 3) salary, rank, and f o r  PERC and tho Board, and 4) any addi t ional  
information required. 

DITIATII( OR )tslmtt 14ich~tel Z.  eon of Persome1 ~ ~ i n i s t r ~ t i o n  

DATE ?RtSEITEO 10 CWUS SOOAF IEPRESEITATIVE 

SOOAT/AFSCN W U S  IEVIEV A I D  ItCOmENOATIOI BY 

DATE OF SUOAF CAHPUS REVIN 

TNE ABOVE-tlEITIOIED PACKAGE WAS BtEI  FORVARDtD 10 T H t  LOCAL UNION BY THE CAUPUS DPAo 

W L  2, lot b exceed 10 r o r k f nq  drys a f te r  r ece i p t  Statevido SOOAF/AFSW~~ review occurs during t h i s  
i r t e r v r l .  f o r t ba r  ~ e g o t i r t i o n  may occur a t  t h i s  l e v e l  p r i o r  t o  t i n t 1  Union rpproval. Upon such S P P ~ O V ~ ~  

SUOAF s h a l l  r e t u rn  a l l  mater ia ls  t o  tho i a i t i a t i n g  Univers i ty  DPA or h i s  designee. , 
' 7 7 : -  

SUOAf/AfSCtR LOCAL PRtSIDtIT OR DIESIGIEE fiLx,+, pate % 1 \ \  ?'I 
1 1 

DIS?OSf T I ON AT SUOAF LOCAL LEVEL: 
( ) Ipprove proposed rank and sa lary  ( )disapprove proposed rank and sa lary  
Colrents o r  kconnnda t ions :  

DATE RETURNED TO LOCAL DPA 

3 ,  kt @ x ~ W  10 w r k i n g  l a y s  a f t e r  r e c r i p t  Local DPA br ings paperuork t o  statovide DPAts roo t ing  
reviev. If no fu r ther  issuos arise, the document i s  signed by and remains w i t h  tho Vice President for  

?@rsonROl. n e  Vicr  President f o r  Personnel a lso providos a signed copy t o  the SUOA~/A~SCCIE Local Presi- 
dent. I f  s i g n i f i c a n t  cbanges are required, docurents are returned a t  Level 1. Minor changos ray be of- 
fected by appropriate phone consultation, . 

/' 

BATE COISIDEILD BY DPA's COUNCIL L A '  

0 1  POSITIOI AT COUNCIL LEVEL: 
rpprove submission t o  PERC d ( )disapprove subrission t o  PERC 

Cowouts o r  Recontndations: 

VICE PItSIDEIT FOR PtRSOWIEL 

U l E L  4 Vice President f o r  Personnel subai ts  package t o  PERC a t  i t s  next scheduled meeting. Upon PERC - 
action  i t  i r  t h e  r espons ib i l i t y  o f  the Campus DPA t o  inform tho carpus and Local SUOAF/AfSCUE reprostnt8- 
t i v r  and rppropr ia te  managennt o f f i c i a l s  o f  ?ERC disposi t ion. 

DISPOSITIOI AT PtIC LLVEL: 

( )8pptov@d ( )disapproved 

OATE 

BATE OF BOARD APPROVAL 

0Y)OF BOARD DISAPPROVAL 

I 

OVE R FOR APPLICABLE POSITION DESCRIPTION 








