
RESOLUTION 

concerning 

REVISION OF JOB DESCRIPTION 

ASSOCIATE DIRECTOR OF H~SING/ADMINISTRATOR IV 

at 

EASTERN CONNECTICUT STATE UNIVERSITY 

FEBRUARY 5, 1988 

RESOLVED, That the job description for the position, 
Associate Director of Housing/Administrator IV, at 
Eastern Connecticut State University, be altered 
to include an increase in the student development 
coordination and a role in the carnpus judicial 
process, effective February 5, 1988, in accordance 
with all provisions and expectations as set forth 
in the addendum attached to this Resolution. 

A Cerpfied True Copy: 

a 
Central Connecticut State University New Britain 

L Eastern Connecticut State university Willimantic 

President 

Southern Connecticut State University New Haven 
Western Connecticut State University Danbury 

An Equal Opportunity Employer 
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EASTERN CONNECT I C U T  S T A T E  UN I V E R S  I T Y  K~ATE-LI/-/~/~,~--. .. 

P O S I T  ION ACT ION REQUEST 
....................................................................... 
P O S I T  ION DATE P E R M W  FTQOO 

2/5/88 ACTION:  E S T A B L I S H  ( X )  R E C L A S S I F Y  ( ) EFF.----------- TEMP( 1 PT( 1  
A B O L I S H  ( OTHER ( ) 

P O S I T  ION 
Assoc. D i r .  of Housing/Ad. 4 7919 Same 79 19 TITLE:---------------------------- ................................. 

CURRENT C L A S S  CODE PROPOSED C L A S S  CODE 

I P O S I T  ION CURRENT 1,034.49 PROPOSEI l  NO FARG 
 NUMBER-$_^^_^_ S A L A R Y ( ~ ~ _ , , O ~ ~ _ , ~ _ ~ )  S A L A R Y  -~s_e ,?__- - - - -  UNIT?!**?__- -------- SUOAF 

I R E S O L U T I O N  E ~ # - - - - - - - - - - -  

R  E  S 0 L  V E TI , To increase the duties of the position to include studmt dewlopnent 
mordination and a role in the campus judicial process. 

A C e r t i f i e d  T r u e  COPY -.---.-------------------- ------- 
D . 3 1 1 . 3 ~  t<. E e . 3 1 ,  P r e s i d e n t  Date 

2/5/88 BOARD O F  T R U S T E E S  ------_. 
[late 

J US T I F  I CAT I0 N : The intention of this sul-mnission is to enhance the duties 
of the position to include student d e v e l o v t  ac t iv i t ies  
and a role in the student judicial system. I t  is f e l t  
that such changes w i l l  afford the university mre f lexibi l i ty  
in mtters of preventing and dealing w i t h  student discipline 
cases in the residence halls.  

G 
f i r$  

4 L  1% 
i,'".sL 0 

.oo - - - - - - - . -. - - - - - - - - - - 
A p p r o : ,  . C o s t  :;12rted 1~rc~u ( U r ~ i r . e r c , i  t y )  11 4!!I!?? I ,  cr 



EASTERN CONNECTICUT STATE U N  IVERS ITY 

POSIT ION DESCR IPT ION 

OS IT I O N  T I T L E :  ASSOCIATE DIRECTOR OF HOUSING 

ADM IN ISTRAT IVE R A N K :  4 

I N C U M B E N T :  

Under t h e  s u p e r v i s i o n  o f  t h e  D i r e c t o r  o f  H o u s i n g ,  t h e  A s s o c i a t e  D i r e c t o r  
assists i n  t h e  a d m i n i s t r a t i o n  o f  t h e  t o t a l  H o u s i n g  Yrogram by p e r f o r m i n g  t h e s e  
f u n c t  i orbs : 

1. Assists i n  t h e  s e l e c t i o n ,  t r a i n i n g ,  and  s u p e r v i s x o n  o f  h o u s i n g  p e r s o n n e l .  

2 .  Assists i n  t h e  d e v e l o p m e n t  a n d  c o o r d i n a t i o n  o f  t h e  ~ O I J S ~ ~ I ~  p rogram 
i r ~ c l u d i n g :  

taudget  p l a n n i n g  a n d  management.  
p u r c h a s i n g .  
d i s c i p l i n a r y  a s p e c t s  o f  r e s i d e n c e  l i f e .  
s a f e t y  p r o c e d u r e s .  
e v a l u a t i o n  o f  p h y s i c a l  f a c i l i t i e s .  
1 i a i s o n  w i t h  o t h e r  U n i v e r s i t y  J e p a r  t n ~ e n t s  and  o f f  - c a n ~ p u s  a g e n c i e s .  
m a i n t e n a n c e  o f  p o l i c i e s  J ~ I J  p r o c e d u r e s  r e l a t i v e  t o  o f f  -cantpus 
h o l ~ s i n g  . 
d e v e l o p m e n t  o f  work s c h e d u l e s  f o r  hous11-13 p e r s o n n e l .  
p r e p a r a t i o n  o f  h o u s i n g  r e g i s t r a t i o n  i n f o r m a t i o n  f o r  t l i l l i n g .  
d a y - t o - d a y  i n t e r f a c e  w i t h  t h e  Can~pus  Food S e r v i c e  f o r  a l l  n ~ a t t e r s  
r e g a r d i n g  o p e r a t i o n s  on campus .  

3. I n  t h e  a t ~ s e r ~ c e  of  t h e  D i r e c t o r ,  a s sun les  r e s p o r ~ s l t ~ i l i t y  of t h e  O f f i c e , ,  

4 .  Acts a s  a  c o u n s e l o r ,  a c a d e m i c  a d v i s o r ,  and  g e n e r a l  r e s o u r c e  p e r s o n  t o  
s t u d e n t s .  

5.  A t t e n d s  w o r k s h o p s  a n d  m e e t i n g  on  a n d  o f f  campus  a s  n e e d e d .  

G. P r e p a r e s  a n d  c o m p l e t e s  r e p o r t s  a s  n e e d e d .  

7 .  P e r f o r m s  o t h e r  d u t i e s  a n d  r e s p o n s i  tti 1 i t i e s  r e l a t e d  t o  t h o s e  e n u n ~ e r a t e d  
a t love  which  do n o t  a l t e r  t h e  t l . 3 5 1 ~  l e v e l  o f  r e s p o r r s i t t i l i t y  o f  t h e  
p o s i t i o n .  

QUALIFICATIONS 

y e a r s  e x p e r i e n c e  i n  h i g h e r  e d u c a t i o n ;  p r e f e r a b l y  i n  h o u s i n g .  b a c h e l o r ' s  
D e g r e e  r e q u i r e d ;  M a s t e r ' s  D e g r e e  p r e f e r r e d .  

T h e s e  q u a l i f i c a t i o n s  may tie w a i v e d  f o r  i n d i v i d u a l s  w i t h  a p p r o p r  l a t e  a 1  t e r n a t e  
e x p e r  i e n c e .  

0 r t h e  U I - ~ i v e r s i t y  D a t e  For  SUOAF 
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EASTERN CONNECT ICUT STATE U N  IVERSITY 

POSITION DESCRIPTION 

' 6 s  IT ION T ASSOCIATE DIRECTOR OF HOUSING 

ADMINISTRATIVE R A N K :  4 

I N C U M B E N T :  

Under t h e  s u p e r v i s i o n  o f  t h e  D i r e c t o r  of  H o u s i n g ,  t h e  A s s o c i a t e  D i r e c t o r  
assists i n  t h e  a d m i n i s t r a t i o n  o f  t h e  t o t a l  H o u s i n g  P r o g r a m  by p e r f o r m i n g  t h e s e  
f  l ~ r l c t i o r l s :  

1. Assists i n  t h e  s e l e c t i o n ,  t r a i n i n g ,  a n d  s u p e r v i s i o n  o f  h o u s i n g  p e r s o n n e l .  

2. Assists i n  t h e  d e v e l o p m e n t  a n d  c o o r d i n a t i o n  o f  t h e  h o u s i n g  p rogram 
i n c l u d i n g :  

a .  b u d g e t  p l a n n i n g  and  management.  
b .  p u r c h a s i n g .  
c.  s t u d e n t  d e v e l o p m e n t  a c t i v i t i e s  
d .  s a f e t y  p r o c e d u r e s .  
e. e v a l u a t i o n  o f  p h y s i c a l  f a c i l i t i e s .  
f .  l i a i s o n  w i t h  o t h e r  U n i v e r s i t y  d e p a r t m e n t s  a n d  o f f - c a m p u s  a g e n c i e s .  
g .  m a i n t e n a n c e  o f  p o l i c i e s  a n d  p r o c e d u r e s  r e l a t i v e  t o  o f f - c a m p u s  

h o u s i n g .  
h. d e v e l o p m e n t  o f  work s c h e d u l e s  f o r  h o u s i n g  p e r s o n n e l .  
I.. p r e p a r a t i o n  o f  h o u s i n g  r e g i s t r a t i o n  i n f o r m a t i o n  f o r  tlil l i n g .  
j. d a y - t o - d a y  i n t e r f a c e  w i t h  t h e  Campus Food S e r v i c e  f o r  a l l  m a t t e r s  

r e g a r d i n g  o p e r a t  i o n s  on  campus .  

3. Assumes a m a j o r  r o l e  i n  d i s c i p l i n a r y  a s p e c t s  o f  r e s i d e n c e  l i f e  a n d  i n  t h e  
campus  j u d i c i a l  p r o c e s s  a s  a s s i g n e d .  

4 .  I n  t h e  a b s e n c e  o f  t h e  D i r e c t o r ,  a s s u m e s  r e s p o n s i t ~ i l i t y  o f  t h e  Off  i c e .  

5. Acts a s  a  c o u n s e l o r ,  a c a d e m i c  a d v i s o r ,  a n d  g e n e r a l  r e s o u r c e  p e r s o n  t o  
s t u d e n t s .  

G. A t t e n d s  w o r k s h o p s  and  m e e t i n g  on a n d  o f f  canlpus a s  n e e d e d , ,  

7 .  P r e p a r e s  a n d  c o m p l e t e s  r e p o r t s  a s  n e e d e d .  

8 .  P e r f o r m s  o t h e r  d u t i e s  a n d  r e s p o n s i b i  1 i t i e s  r e l a t e d  t o  t h o s e  e n u m e r a t e d  
a b o v e  which  d o  n o t  a l t e r  t h e  t ~ a s i c  l e v e l  o f  r e s p o n s i t ~ i l i t y  o f  t h e  
p o s i t i o n .  

O U A L  I F  ICAT IONS 

Four  y e a r s  e x p e r i e n c e  i n  h i g h e r  e d u c a t i o n ;  p r e f e r a b l y  i n  h o u s i n g .  B a c h e l o r ' s  
D e g r e e  r e q u i r e d ;  M a s t e r ' s  D e g r e e  p r e f e r r e d .  

T h e s e  q u a l i f i c a t i o n s  may t ~ e  w a i v e d  f o r  i n d i v i d u a l s  w i t h  a p p r o p r i a t e  a l t e r n a t e  
e x p e r i e n c e .  

e 
- - - - - - - - - - - - - - - - - - -_--- - . - - - - - - - - -  _____-____-_-_---__------------------- 
F u r  t h e  U n i v e r s i t y  D a t e  For  SUOAF D3te 
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* S U O A F / A F S C M E  P O S I T I O N  A C T I O N  R E Q U E S T  

FORM A I D  PROCEDURCS 
8 

P o s i t i o n  T i t l e  &JQ && a &&c, - - 
Date 1 \ \ \ 7 \ B 7  

1 ,  a C a z f e a t e s  and presents package t o  Chapter l e v e l  SUOA~/ATSCME designee f o r  review. 
Attachments s h a l l  inc lude the f o l l o w i n g  i tems where appl icable:  1) a copy o f  t h i s  sheet, 2) new and 

former p o s i t i o n  descr ipt ions,  3) salary,  rank, and r a t i o n a l e  f o r  PERC and the  Board, and 4) any add i t i ona l  
in format ion  required. 

INITIATING PRESIDENT OR DESIGNEE / thk~& PCRWC .a/ 
DATE PRESENTED TO CAMPUS SUOAf REPRESENTATIVE 1 / ) / 7 /  37 
SUOA~/AFSCME CAMPUS REVIEU AND RECOMMENDATION BY 

DATE O f  SUOAF CAMPUS REVIEW 

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

LEVEL 2, l o t  t o  exceed 1 0  working days a f t e r  r e c e i p t  Statewide SUOAF/ATSCME review occurs dur ing  t h i s  
i n t e r v a l .  Further nego t i a t i on  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 approval 
SUOAf s h a l l  r e t u r n  a l l  ma te r i a l s  t o  the  DPA o r  h i s  designee. 

SUOAF/A~SCME LOCAL PRESIDENT OR DESIGNEE Date \2( [? (8 ? 

Comments or  Recommendations: 
( )disapprove proposed rank and sa lary  

DATE RETURNED 10 LOCAL DPA 

EL 3, l o t  t o  exceed 1 0  uo rk ing  days a f t e r  r e c e i p t  Local DPA b r i ngs  paperwork t o  statewide DPAts meeting 
review. I f  no fu r the r  issues ar ise,  the document i s  signed by and remains w i t h  the  Vice President for  

Personnel. The Vice President f o r  Personnel a l so  prov ides-a  s igned copy t o  the SUOAf/AfSCME Local Presi- 
dent. I f  s i g n i f i c a n t  changes are required,  documents are  re turned a t  Level  1. Minor changes may be ef- 
f ec ted  by appropr iate phone consul tat ion.  

DATE CONSIDERED BY DPAfs COUNCIL 
/ Y 

( )disapprove submission t o  PERC 
Comments or  Recomendations: 

VICE PRESIDENT FOR PERSONNEL DATE / / / y / ~ I /  
LEVEL k Vice President  f o r  Personnel submits package t o  PERC a t  i t s  next  scheduled meeting. Upon PERC 
a c t i o n  i t  i s  the r e s p o n s i b i l i t y  o f  the  Campus DPA t o  i n fo rm the campus and Local  SUOAF/AFSCME representa- 
t i v e  and appropr iate aanagenent o f f i c i a l s  o f  PERC d ispos i t ion .  

DISPOSITION AT PERC LEVEL: 

DATE 

DATE Of BOARD APPROVAL & OF BOARD DISAPPROVAL 

OVER FOR APPLICABLE POSITION DESCRIPTION 


