
THE CONNECTICUT STATE UNIVERSITY 

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

RESOLUTION 

concerning 

RECLASSIFICATION OF POSITION 

PERSONNEL OFFICER I (Classified) 
to 

ASSISTANT DIRECTOR OF PERSONNEL 
(Unclassified Confidential) 

CENTRAL CONNECTICUT STATE UNIVERSITY 

FEBRUARY 5, 1988 

RESOLVED, That the classified position, Personnel Officer I, 
at Central Connecticut State University be 
reclassified to Assistant Director of Personnel 
(Unclassified confidential), effective February 12, 
1988, in accordance with the attached proposal 
dated November 13, 1987. 

A ~ertaied True Copy: 

~aiiis K. Beal 
President 

I @  Central Connecticut State University 0 New Britain 
Eastern Connecticut State university Willirnantic 

Southern Connecticut State University New Haven 
Western Connecticut State University Danbury 

An Equal Opportunity Employer 
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THE CONNECTICUT STATE UNlVERSI tY  
P.O. B o x  2008 . NW Brim, Connecticut 0- (203) 827 7700 

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

S u b m i t  c ed  11-13-87 

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

DATE P E W  (X) FT (X 
ACTION: ESTABLISH ( ) n r w s x m  (x) OTHER ( ) EFPECTICZ 2/12?88 MP i ) PT ( 

POSITION 
TI=: Personnel Officer I . .  9 

CURRENT ( C l a s e  Code) PROPOSED ( C l a e e  Code 

POSITION CURRENT PROPOSED BARC 
335 SALARY $30,974 KIMBER:  my $33 L c g  Extension UNITCls Mnt Uncls N 

from t o  

PROPOSAL 

To reclassify position of Personnel Officer I, classified management, to Assistant 
Director of Personnel Administration, unclassified management. (Please see old and 
new job descriptions ) 

Approx . cost 

JUSTIFICATION 
The position is currently under the State's management incentive pay plan but, 
because there are so few such positions within the whole CSU system there is no 
MIP plan for CSU. State Personnel has suggested that, in fairness to the personnel 
involved, we should transfer them to the unclassified service. The incumbent is 
actually performing duties at a higher level than her current cGssification. The t CI 
salary increase would recognize that fact,, mnpensate for the change f m  late June 
to September in annual increase date, and allow for salary adjustments planned by 
the State for simi1ag:- classified personnel. 

/ / a  tr3 
)$6gned (University) Date 

PERCcmnit tee 
Date 

BOARD OF TRUSTEES 
. Date 
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SLT.w.4RY ( ItISS: -- 
T h i s  c l a s s  ts a c c o u n t a b l e  f o r  i n d e p e n d e n t l y  s u p e r v i s i n g  a  f u l l  r a n g e  

E f f c c t l v e  Da t r  

SEP 11 '1979 
of p e r s o n n e l  

a c t i v i t i e s  i n  a s m a l l e r  agency o r  i n s t i t u t i o n  o r  f o r  a s s i s t i n g  i n  t h e  d i r c c t i o r ~  of 
p e r s o n n e l  management a c t i v i t i e s  i n  a  ma jo r  agency  o r  i n s t i t u t i o n .  

SUPERVISION RECE1VF.D : 
Glorks uildkr t h e  s u p e r v i s i o n  of a  b u s i n e s s  manager  o r  o t h e r  a d m i n i s t r a t i v e  head o r  a 
p e r s o n n e l  o f f i c e r  who r e v i e w s  work f o r  e f f e c t i v e n e s s  and  conformance  w i t h  p o l i c y .  

SliPERVISlON EXERCISED: 
S u p e r v i s e s  a  s m a l l  number o f  P e r s o n n e l  A s s i s t a n t s  and c l e r i c a l  s t a E f  a s  a s s i g n e d .  

EXnMPLES OF DUTIES: -- -- 
Per fo rms  h i g h ! ~  t e c h n i c a l  p r o f e s s i o n a l  persunne!  work, c o o r d i n a t i n g  a c t i v i t i e s  and 
r e s p o n s i b i l i t i e s  w i t h i n  an agency and w i t h  t h e  S t a t e  P e r s o n n e l  D i v i s i o n ;  i~ a s m a l l e r  
agency  o r  i n s t i t u t i o n ,  i s  i n  c h a r g e  of  a  f u l l  r a n g e  of  p e r s o n n e l  a c t i v i t i e s  inc ludj .ng  
r e c r u i t m e n t ,  c l a s s i f i c a t i o n ,  compensa t ion ,  emplovee and l a h o r  r e l a t i o n s ,  p e r s o n n e l  
p o l i c i e s  and p r o c e d u r e s ,  t r a i n i n g ,  manpower, budge t  and program p l a n n i n g ,  and p r c p a r a -  
t i o n  and ma in t enance  of  a l l  personnel .  r e c o r d s  and r e l a t e d  a d m i n i s t r a t i v e  f u n c t i o n s ;  
i n  1al:ger d e p a r t m e n t s  o r  i n s t i t u t i o n s ,  a s s i s t s  i n  d i r e c t i n g  p e r s o n n e l  management 
a c t i v i t i e s ;  m a y t p a r t i c i p a t e  i n  c o l l e c t i v e  b a r g a i n i n g  n e g o t i a t i o n s ,  a r b i t r a t i o n ,  
g r i e v a n c e  p r o c e d u r e s  and c o n t r a c t  a d m i n i s t r a t i o n ;  nay  a s s i s t  i n  budge t  p r e p a r a t i o n ;  
may p a r t i c i p a t e  i n  A f f i r m a t i v e  t i c t i o n  o r  Employees A s s i s t a n c e  P rog rams ;  may p r e p a r e  
g r a n t  a p p l i c a t i o n s ;  d o e s  r e l a t e d  work a s  r e q u i r e d .  

M I H l l ~ f l M  QIJALIFICATIONS REQUIREU 

@ KNOWLEDGE, SY.ILL /WID ABI L I T 7  
Knowledge of t h e  p r i n c i p l e s  and t e c \ i n i q u e s  of  p u b l i c  p e r s o n n e l  managpment i n c l u d i n g  
r e c r u i t m e n t ,  s e l e c t i o n ,  c l a s s i f i c a t i o n ,  and s a l a r y  a d m i n i s t r a t i o n ;  knowledge o f  employee 
b e h a v i o r ,  m o t i v a t i o n  and c o n t r o l ;  knowledge 'of Labor r e l a t i o n s  and a r b i t r a t i o n  p r a c t i c e s ;  
knowledge of a f f i r m a t i v e  a c t i o n  p r i n c i p l e s  and r e q u i r e m e n t s ;  knowledge cf S t a t e  
personnel .  r e g u l a t i o n s  and p r o c e d u r e s ;  a b i l i t y  t o  d e a l  e f f e c t i v e l y  w i t h  o t h e r s ;  a S i l i t y  
t o  r e c o g n i z e  and a n a l y z e  p e r s o n n e l  problems and recommend s o l u t i o n s ;  a b i l i t y  i n  w r i t t e n  
and o ra l .  e x p r e s s i o n ;  a b i l j t y  t o  r e a d  and i n t e r p r e t  l a w s ,  r e g u l a t i o n s  and o t h e r  
w r i t t e n  m a t e r i a l s ;  s u p e r v i s o r y  a b i l i t y .  

EXPERIENCE tWD TRAINING : 
G e n e r a l :  Six ( 6 )  y e a r s . o f  esperienc;!  i n  p r o f e s s i o n a l  p e r s o q n e l  a d m i n i s t r a t i o n  i n v o l v i n g  -- 
r e c r u i t m e n t ,  examination, c l a s s i f i c a t i o n ,  s a l a r y  a d n i n i s t . r a t i o n  o r  empl.oyee r e l a t j o n s .  

S l l b s t i t u t i o n s  Allowed:  

1. C o l l e g e  t r a i n i n g  may be s u b s t i t u t e d  f o r  t h e  G e n e r a l  e x p e r i e n c e  based  on 30 
s e m e s t e r  h o u r s  e q u a l l i n g  one  y e a r  up t o  a maximum of  f o u r  (4 )  y e a r s  f o r  a  B a c h e l o r ' s  degree. 

2 .  A E a s t e r ' s  d e g r e e  i n  b u s i n e s s  a d m i n i s t r a t i o n ,  p u b l i c  a d m i n i s t  r a t  i o n ,  managcncnt  
o r  g u i d a n c e ,  w i t h  c o u r s e s  i n  p e r s o n n e l  a d m i n i s t r a t i o n ,  may-be  s u b s t i t u t e d  f o r  an 
a d d i t i o n a l  y e a r  of  t h e  G e n e r a l  e x p e r i e n c e .  

3 .  One y e a r  of  employment a s  a  P e r s o n n e l  . ~ s s i s t z i n t  may b e  subst j . tnt :ed f o r  t h e  
G e n e r a l  e x p e r i e n c e .  

. . - 3 -  . 

T h i s  r e p l a c e s  t h e  e x i s t i n g  s p e c i f i c a ~ j o r ~  f o r  t h e  sarlie c l a s s  i n  t h e  same S a l a r y  
( j ~ q y p  NC 2 0  approved  e f f e c t i v e  O c t c b e r  2 5 ,  1974. 



@ CENTRAL CONNECTICUT STATE UNIVERSITY 
POSITION DESCRIPTION 

Position Title: Assistant Director of Personnel Administration 

Rank: Management 

Department: Personnel Administration 

Supervisor's Title: Director of Personnel Administration 

POSITION SUMMARY 

Assists Director in the daily management and administration of all 
personnel functions. 

POSITION RESPONSIBILITIES 

Assists Director in administration of Personnel functions and 
responsibilities. In absence of Director serves as head of office. 

Assists in the development of collective bargaining data and strategy. 

Advises supervisors on contract interpretation and employeee discipline. 

Assists in development and implementation of personnel policies, procedures 
and goals. 

Counsels employees on benefits, retirement and career planning. 

Develops and implements recruitment programs for support staff. Monitors 
compliance with Affirmative Action programs and goals. 

Interviews, refers and hires support staff. 

Provides day to day supervision of office support staff. 

Supervises entry and accuracy on Personnel/Payroll database. 

Serves as liaison with Payroll department. 

Performs other duties as assigned. 

QUALIFICATIONS 

Bachelors' degree and three years' professional experience in personnel 
administration involving recruitment, contract administration, employee 
discipline, benefits administration and database management or the 
equivalent combination of experience and training required. 

January 7, 1988 


