
concerning 

CHANGE OF POSITION 

EASTERN CONNECTICUT STATJ3 UNIVERSITY 

SEPTEMBER 4, 1987 

RESOLVED, That the msition, Associate in Academic Affairs/ 
Administritor V at Eastern Connecticut State 
University be changed to Scheduling Officer/ 
Administrator V, effective June 5, 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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EASTERN CONNECTICUT STATE UNIVERSITY DATE 8/10/87 

POSITION ACTION REQUEST 

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

ABOLISH ( ) OTHER ( XX) 

POSITION 
TITLE : Associate in Academic Affairs/Ad. 5 Scheduli~w Off icer/Ad. 5 792 1 

CURRENT CLASS CODE PROPOSED CLASS CODE 

POSITION CURRENT 1712.27 PROPOSED Same BARG 
NUMBER 1341 SALARY (44,690.OO)SALARY UNIT SUOAF Same 

FUND Gen . From To 

RESOLUTION BR# 

RESOLVED, That the title and duties of the present Associate in Academic 
Affairs (Administrator 5 ) be changed to Scheduling Officer 
(Administrator 5 1. 

A Certified True Copy 
Dallas K. Beal, President Date 

PERCommittee 8/26/87 
Date 

BOARD OF TRUSTEES 9/4/87 
Date 

JUSTIFICATION: ?his change will facilitate the transfer of the position to 
the Off ice of Admissions & Records and better assist in the 
coordination of class scheduling and course file responsibilities 
with the entire student registration process. No change in salary 
is proposed. 

THE CONNEC~~.~ 
=-A?-L c;.;! 9m a -00 

L-TaiTf 

Approx. Cost versity) Date 





EASTDW CONNECTICUT STATE UNIVERSITY 

POSITION DESCRIPTION 

POSITION TITLE: SCHEDULING OFFICER 

ADMINISTRATIVE RANK: 5 

INCtMBEN!r t EDHARD BOLLINGER 

Under the supervision of the Director of Admissions and Records, the Scheduling 
Officer performs the following: 

1. Works with Deans, the Academic Vice-president, and Department Heads in 
the maintenance and reporting of the master course file and each 
semester's course schedule and coordinates the development of any re- 
ports regarding the above. 

2. Schedules classroom space assignments for courses. 

3. Works with Data Center personnel when necessary to maintain the course 
file. 

4. fhintains data on instructional faculty, academic departments, and 
-academic support units as required. ' -JLssists with development of systems for academic advising and to con- 

' .  duct undergraduate graduation audits. 

6 .  Assists in other aspects of admissions and records related to record 
keeping, reporting, auditing, and systems development. 

7. Assists in the coordination and supervision of office staff as required. 

8. Perfor- other duties and responsibilities related to those enumerated 
above which do not alter the basic level of responsibility of the 
position. 

QUALIFICATIONS 

Master's Degree required. Two to Three years responsible experience in 
higher education with knowledge of data systems or student records work 
required. 

These qualifications may be waived for individwls with appropriate alternate 
axperience . 

vi3 !n 
Date For the Union Date 

1/7/87 





Posit ion t i t l e  Tc'neCu :. i q ~  G-Ejr'icer 
! tampus ~ r r ; ~ c ~ : ~ c r n c c t i c u t  s a t e  ifi;.~*ersj.ty Date 8110187 

6 1. h r  @ Caqus DPA creetes and presents package t o  Chapter l eve l  IOAI/A~SCME designer for raview. 
A t ta tben ts  sha l l  include tbe fo l louing items where rpplicabla: 1) a copy o f  t h i s  sheet, 2) new and 

former $oait ion descr ip t io~s ,  3) salary, rank, end for  PERC and the Board, and 4) any addit ional 
i n f o r u t i o n  requited, 

~IIIATIN~ p R a 1 o a t  08 1.jichel i. ?ernai, Wm of Personnel Abinistr=tion 

8 M t  PRtStlttD TO W O S  SWAr RtPREStlTAtIVt 

THE UOVtlnEITfOIED lACltA6t RAS BtEI FORVARDED TO IRE LOCAL Ul10N 81 THE CAHPUS DPA* 

2, bt b rxwd 10 w t k i n g  Cp a f t e r  r w a i p t  Statewide SUOAF/AF$CN review occurs during t h i s  
intarval,  f r r t b o r  negot i r t ioa ray occur 'at t h i s  l e v e l  p r i o r  t o  f i n a l  Union approval. Opon such' approval 
SWAf 8 h r l l  re tu rn  a l l  . r t e r i a l s  t o  tbe i n  DPA or h i s  designee. 

~OAF/A~SW'LWAL PRLSIDERT OR DESIGNEE Data s \ 1) [Y? 
\ 

DIS?OSITIOl AT SOOAF LOCAL LtVEL: 
( a~prove proposod n n k  and salary 
t o r n n t s  or  Retomndations:. 

v 

( )disapprove proposed rank and salary 

DATE RETURNED TO LOCAL DPA 

3, M b ncnd 10 w r k i n g  6 1 s  a f t o r  r m i p t  Local DPA brings paperwork t o  statevide DPA's meeting 
?ov~@u, M no fu r ther  issues arise. tk document i s  s i ~ n e d  by and r e n i n s  wi th the Vice President for 

?ersonnel. fLe Vice President f o r  ~ r r s o a n e l  also provides-a signed copy t o  the S U O A F / A ~ ~ W ~ E  Local Presi- 
doat. ff s ign i f i c8n t  cbanges are required, documents a r r  returned a t  Level 1. Clinor changes l 8 y  be ef- 
fected by appropriate pbone consultation, 

BATE CISIDtRED 8Y OPAes COUNCIL 

DISPOSIT I ON AT COUICI L LEVEL: 
( Iaoprove sabsi is ion t o  PtRC ( )disapprove subrission t o  PERC 
~~nts o r  Uecowond?tioas: 

VICE PRESIDENT fOR PERSONNEL DATE 

Lntt 4 Vim Prasideat f o r  Personnel submits package t o  PERC a t  i t s  next scheduled meting. Upon PERC - 
a t i o a  i t i s  the r a q o n s i b i l i t y  o f  the Campus DPA t o  inform the c r p u s  and Local SUOA~/AFSCME representa- 
t i v e  and appropriate mnagewnt o f f i c i a l s  o f  PERC disposition. 

8ISPOSIlIO1 A 1  PtRC LfYEl: 

DATE 

DATE OF BOARD APPROVAL 

).OF BOARD DISAP?ROVAL 

I O V t R  f O R  APPLICABLE P O S I T 1  OW DESCRIPTION 




