
THE CONNECTICUT STATE UNIVERSITY 

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

RESOLUTION 

concerning 

RECLASSIFICATION OF POSITION 

ASSISTANT DIRECTOR OF PUBLIC AFFAIRS/ADMINISTRATOR I11 
to 

COORDINATOR OF UNIVERSITY NEWS BUREAU/~INISTRATOR IV 

SOUTHERN CONNECTICUT STATE UNIVERSITY 

FEBRUARY 5, 1988 

RESOLVED, That the position, Assistant Director of Public 
Affairs/Administrator 111, at Southern Connecticut 
State University be reclassified to Coordinator of 
the University News Bureau/Administrator IV, 
effective February 5, 1988, in accordance with the 
attached proposal dated January 13, 1988. 

A ~ertgied True Copy: 

President 

@ Central Connecticut State University New Britain 
cartern Connecticut State university Willirnantic 

Southern Connecticut State University New Haven 
Western Connecticut State University Danbury 

An Equal Opportunity Employer 



ADDENDUM TO ~ ~ # 8 8 - 2 8  

THE CONNECTICUT STATE UNIVERSITY 
p.0. &X 2008 . lrkv &c~n. C O t l n ~ t ~ ~ t  . (203) 827-7700 
P O S I T I O N  A C T I O N  R E Q U E S T  

P * 

S u b m i t t e d  1/13/88 
Date 

By:, CSU ( ) 
ccsu ( ) scso (X) 
ECSU ( ) WCSU ( ) 

C 

POSITION DATE PEW (x) F'T 
ACTION: ESTABLISH ( ) BECLUSIFY (X  ) OTHER ( ) EFFECTIVE 2/5/88 -- 4 ) PT ( ) 

POSITION A s s i s t a n t  D i r e c t o r  of P u b l i c  Coord ina to r  o f  t he  ~ n i v e r s i  t y  
TITLE: A f f a i r s ,  A d m i n i s t r a t o r  I 1 1  (7918) News Bureau, A d m i n i s t r a t o r  I V  17919 1 

CURRENT (Class Code) PROPOSED (Claee Code) 

POSITION CURRENT PROPOSED BARG 
KLMBER: 3332 SALARY $36.113 S A U R P  $39,113 FUND General UNIT -SUOAF- 

from to 

R E S O L U T I O N  BR! 

RESOLVED; That t he  p o s i t i o n  A s s i s t a n t  D i r e c t o r  o f  P u b l i c  A f f a i r s ,  A d m i n i s t r a t o r  111, 
be r e c l a s s i f i e d  t o  Coord ina to r  of  t h e  U n i v e r s i t y  Ne.ws Bureau, A d m i n i s t r a t o r  I V Y  
e f f e c t i v e  February 5, 1988. 

k 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 

P E R C o d t t e e  1/27/88 
D a t e  

BOARD OF TRUSTEES 2/5/88 
Date 

JUSTIFZCATION: (Use  Reverse S i d e  If A d d i t i o u l  S p a c e  I8 Needed) 

As p a r t  o f  t h e  r e o r g a n i z a t i o n  o f  t h e  P u b l i c  A f f a i r s  O f f i c e ,  i t  i s  requested 
t h a t  t he  p o s i t i o n  A s s i s t a n t  D i r e c t o r  of P u b l i c  A f f a i r s ,  Adm in i s t r a to r  111, 
be r e c l a s s i f i e d  t o  Coord ina to r  of t h e  U n i v e r s i t y  News Bureau, A d m i n i s t r a t o r  I V .  
The p r e p a r a t i o n  o f  p u b l i c  i n f o r m a t i o n  f o r  i n t e r n a l  and e x t e r n a l  users  i s  t h e  
major  ope ra t i on  o f  t h e  P u b l i c  A f f a i r s  O f f i c e .  T h i s  r e s p o n s i b i l i t y  has grown 
t o  t h e  p o i n t  where i t  needs one person i n  charge o f  t h e  ope ra t i on  on a  day-to-day 
bas is .  I n  t h e  pas t  few years,  t he  A s s i s t a n t  D i r e c t o r  has assumed some o f  t h i s  
r e s p o n s i b i l i t y  w h i l e  t he  D i r e c t o r  has become more i n v o l v e d  i n  t h e  areas o f  
p r e s i d e n t i a l  ass is tance  and c o o r d i n a t i n g  major  p u b l i c  f u n c t i o n s .  

Approx. C o s t  ' Signed (~niverJity) 
.dkLmL 

Datc 



U SOUTHERN CONNECTICUT STATE UNIVERSITY 

POSITION DESCRIPTION 

POSITION TITLE: Coord ina to r  o f  the  U n i v e r c i t v  News Bureau 

ADMINISTRATIVE RANK: A d m i n i s t r a t o r  I V  

POSITION SUMMARY: 

Di r ec  t s  t h e  Uni v e r s i  t y  ' s news ope ra t i ons  and i n t e r n a l  and e x t e r n a l  
communications, under t he  supe rv i s i on  o f  t h e  D i  r e c t o r  o f  Pub1 i c  A f f a i r s ,  w i t h  
t he  goal o f  enhancing t h e  p o s i t i v e  image of  t h e  U n i v e r s i t y .  Also serves as a  
p r e s i d e n t i a l  a d v i s e r  and a s s i s t a n t  i n  t h e  p r e p a r a t i o n  o f  com~nunicat ions f rom the  
P r e s i d e n t ' s  O f f i c e  t o  t h e  Un i ve r s i  t y  community and t h e  publ  i c .  

POSITION RESPONSIBILITIES: 

1. D i r e c t s  t h e  day-to-day a c t i v i t i e s  o f  t h e  ~ n i v e r s i  t y 4 s  news bureau 
ope ra t i ons ,  i n c l  u d i  ng t he  w r i t i n g  o f  p ress  r e1  eases, f e a t u r e  a r t i c l e s  , 
i n t e r v i e w s ,  and announcements on U n i v e r s i t y  programs and a c t i v i t i e s  f o r  
p u b l i c  and s p e c i a l i z e d  media. 

I 2. D i r e c t s  and superv ises a  s t a f f  o f  one f u l l - t i m e  and two p a r t - t i m e  
p r o f e s s i o n a l  w r i t e r s ,  as we1 1  as i n t e r m i t t e n t  s t uden t  i n t e r n  w r i t e r s .  

3. Deals  w i t h  v a r i o u s  segments o f  t h e  publ  i c  th rough  a1 1  media forms i n  ma t t e r s  

I re1 a t e d  t o  U n i v e r s i t y  i n f o rma t i on .  

4. Responsible f o r  w r i t i n g  p r e s i d e n t i a l  speeches, o f f i c i a l  staternents, and 
o t h e r  p r e s i d e n t i a l  comlllunicati ons t o  t he  U n i v e r s i t y  cornmuni t y .  

5. Advises f a c u l t y  i n  j o u r n a l i s t i c  and p u b l i c a t i o n  w r i t i n g  and procedures,  and 
p rov i des  comprehensive e d i t i n g  s e r v i c e  t o  them i n  t h e  p r e p a r a t i o n  o f  
j o u r n a l  i s t i c  essays and co~nmentar ies.  

I 6. Arranges f o r  f a c u l t y  i n t e r v i e w s  i n  newspapers and on r a d i o  and t e l e v i s i o n .  

7 .  Per forms d u t i e s  r e l a t e d  t o  p u b l i c  a f f a i r s  o p e r a t i o n s  i n  p u b l i c  i n f o r m a t i o n  
programs. 

8. Per fo r~ns  o t h e r  d u t i e s  and respons i  b i  1  i t i e s  r e1  a ted  t o  those enumerated above 
which do n o t  a1 t e r  t h e  bas ic  l e v e l  o f  r e s p o n s i b i l  i t y  o f  the  p o s i t i o n .  



EDUCATION AND EXPERIENCE: 

Four to five years of experience in public information, including formulation 
and implementation of public information policy. A master's degree is required. 
These qualifications may be waived for individuals with appropriate alternative 
experience. 

IMMEDIATE SUPERVISOR 4 
e 

ADMINISTRATIVE FACULTY . \ * r  , 
PERSONNEL ADMINISTRATION J&*~* 

I 



S U O A F / A F S C U E  P O S I T I O N  A C T I O N  R E Q U E S T  

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  T i t l e  Coordinator of the University News Bureau, Adm. I V  

e P u S  Southern Connecticut State University Date Januarv 7, 1988 
LEVEL 1, Day 0 Campus DPA c r e a t e s  and p r e s e n t s  package i o  Chapter  l e v e l  SUOAF/AFSCME des ignee  f o r  rev iew.  

A t tachmen ts  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 
f o r m e r  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  Board, and 4) any a d d i t i o n a l  
i n f o r m a t i o n  r e q u i r e d .  

IN IT IAT ING PRESIDENT OR DESIGNE 

DATE PRESENTED TO CAMPUS SUOAF 

SUOAF/AFSCME CAMPUS REVIEW AND RECOMMENDATION BY 

DATE OF SUOAF CAMPUS REVIEW 

THE ABOVE-MENTIONED PACKAGE HAS BEEN FORWARDED T O  THE LOCAL UNION BY THE CAMPUS DPA. 

LEVEL 2, N 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  S t a t e w i d e  SUOAF/A~SCME r e v i e w  o c c u r s  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 o c c u r  a t  t h i s  l e v e l  p r i o r  t o  f i n a l  Un ion app rova l ,  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  v e r s i t y  ' D P ~ '  br h i s  des ignee.  

suoAr /~FscME LOCAL PRESIDENT O R  DESIGNEE ., d ,- 1 .  D a t e  

DISPOSITION AT SUOAF LOCAL LEVEL: 
(\3 approve p roposed  r a n k  and s a l a r y  ( ) d i s a p p r o v e  p roposed  rank  and s a l a r y  
Comments o r  Recommendations: 

DATE RETURNED T O  LOCAL DPA 

An 3, 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  DP l ' s  m e e t i n g  
f o r  rev iew .  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 i g n e d  by and rema ins  w i t h  t h e  V i c e  P r e s i d e n t  f o r  
Pe rsonne l .  The V i c e  P r e s i d e n t  f o r  P e r s o n n e l  a l s o  p r o v i d e s  a s i g n e d  copy t o  t h e  SUOAFlAFSCMf 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. M i n o r  changes may be e f -  
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 .  1 

DATE CONSIDERED BY DPA's COUNCIL /hdx 6' 
DISPOSITION AT COUNCIL LEVEL: 
( k p p r o v e  s u b m i s s i o n  t o  PERC ( ) d i s a p p r o v e  s u b m i s s i o n  t o  PERC 
Comments o r  Recommendations: 

VICE PRESIDENT FOR PERSONNEL DATE ;/?c,/j,f 
\i 

LEVEL 4 Vice  P r e s i d e n t  f o r  P e r s o n n e l  s u b m i t s  package t o  PERC a t  i t s  n e x t  s c h e d u l e d  meet ing .  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 r e p r e s e n t a -  
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 ,  

DISPOSITION AT PERC LEVEL: 

( )approved ( ) d i s a p p r o v e d  

DATE 

DATE OF BOARD APPROVAL 

'TE OF BOARD DISAPPROVAL e 
OVER FOR APPLICABLE POSITION DESCRIPTION 


