
RESOLUTION 

concerning 

 CLASSIFICATION OF POSITION 

ASSOCIATE DIRECTOR OF PUBLIC AFFAIRS/ADMINISTRATOR IV 
to 

DIRECTOR OF UNIVERSITY DESIGN AND PRODUCTION/~INISTRA~R V 

at 

SOUTHERN CONNECTICUT STATE UNIVERSITY 

FEBRUARY 5, 1988 

RESOLVED, That the position, Associate Director of Public 
Affairs/Achninistrator IV, at Southern Connecticut 
State University be reclassified to Director of 
University Design and ~roduction/Administrastor V, 
effective February 5, 1988, in accordance with the 
attached proposal. 

A Certified True Copy: 

President 

Central Connecticut State University . New Britain Southern Connecticut State University . New Haven 
Eastern Connecticut State University e Willimantic Western Connecticut State University Danbury 

An Equal Opportunity Employer 



4z ADDENDUM TOBR#88-31 

" csu;200 
. THE CONNECTICUT STATE UNIVERSITY 

P.O. Box 2008 New Bnw, Conncticut 06050 (243) K7.m 

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

f 

Submitted 1- 13-88 
Date 

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

POSITION DATE PER! O() PT @) 
ACTION: ESTABLISH ( ) RECLASSIFY ( X )  OTBEB ( ) EFFECTIVE 2-5-88 . = f ) P f ( )  

POSITION Associate D i r e c t o r  o f  D i r e c t o r  o f  U n i v e r s i t y  bes ign  and 
(7919) 

. . TITLE: Pub l i c  A f f a i r s ,  Admin. I V  P r o d u c t i o n , c t o r  V f 7971 \ 
CURRENT (Close Code) PROPOSED ( ~ a e e  Code) 

POSITION CURRENT PROPOSED BARC 
NUMBER: 1441 SALARY A47 inn SALARY, $45,257.40 FUND Gpn.ral UNIT -SIIQAF - 

from t o  

R E S O L U T I O N  

'RESOLVED, That the  p o s i t i o n  Associate D i r e c t o r  o f  Pub l i c  A f f a i r s ,  Admin is t ra to r  I V ,  
be r e c l a s s i f i e d  t o  D i r e c t o r  o f  U n i v e r s i t y  Design and Production, Adminis- 
t r a t o r  V, e f f e c t i v e  February 5, 1988. 

A C e r t i f i e d  True Copy 
Dallas K. Beol, P r e s i d e n t ,  CSU Date 

,PERCoPrmit tee 1-27-88 
Date 

BOARD OF TRUSTEES 2- 5-88 
Date 

JUSTIFICATION: (Use Reverre S i d e  If M d i t h d  Space 11 Seeded) 

As p a r t  o f  t he  reo rgan iza t i on  o f  t he  Pub l i c  A f f a i r s  O f f i c e ,  i t  i s  requested 
that,  t he  p o s i t i o n  Associate D i r e c t o r  of Pub l i c  A f f a i r s ,  Admin is t ra to r  I V ,  be 
r e c l a s s i f i e d  t o  D i r e c t o r  o f  U n i v e r s i t y  Design and Product ion, Admin is t ra to r  V. 
The graphics o f f i c e  needs t o  be reorganized w i t h  the  goal o f  making graphics a  
more i n t e g r a l  p a r t  o f  the  U n i v e r s i t y ' s  e n t i r e  p u b l i c a t i o n s  prepara t ion  e f f o r t .  
I n  add i t i on ,  t he  e l e c t r o n i c  pub l i sh ing  equipment ( i n c l u d i n g  the  desktop pub l i sh ing  
equipment) i n  t he  Pub l i c  A f f a i r s  O f f i c e  should be p laced under the  d i r e c t i o n  of 
one person i n  o rder  t o  f a c i l i t a t e  and coordinate i t s  opera t ion  on a  day-to-day 
basis .  P lac ing  these areas, p lus  the  photographic sect ion,  under the  d i r e c t  
superv is ion o f  one person w i l l  enhance and ensure t h e  smooth opera t ion  of the  
Pub l i c  A f f a i r s  O f f i c e ' s  design and product ion  operat ions.  Note t h a t  t he re  was a  
D i r e c t o r  o f  Graphics, Admin is t ra to r  V,  p o s i t i o n  u n t i l  the  incumbent was r e c l a s s i f i e d  
i n  September 1987 t o  an Ass i s tan t  D i rec to r ,  Admin is t ra to r  111, i n  set t lement  of a  
grievance. Th is  r e c l a s s i f i c a t i o n  w i l l  r e t u r n  a  p o s i t i o n  t o  the  Admin is t ra to r  V 

e . l e v e l ,  bu t  w i t h  an expanded job  desc r ip t i on .  



SOUTHEW CONNECTICUT STATE UNIVERSITY 

POSITION DESCRIPTION 

POSITION TITLE : D i r e c t o r  o f  Un ivers i  t y  Design and Product ion 

ADMINISTRATIVE RANK: Administator  V 

POSITION SUMMARY: 

D i r e c t s  the operat ion o f  t h e  Graphics O f f  i c e l d e s i  gn s tud io ,  and the  e l e c t r o n i c  
pub l i sh ing  opera t ion  and photographic o f f i c e  o f  the O f f i c e  o f  Pub l i c  A f f a i r s ,  
under t h e  superv is ion o f  t h e  D i r e c t o r  o f  Publ i c  A f f a i r s .  The Graphics Of f ice ,  
s t a f f e d  by an ass i s tan t  d i r e c t o r  and two pa r t - t ime  a r t i s t s ,  provides camera- 
ready mechanicals f o r  Un ive rs i t y  publ i c a t i o n s  ( i n c l u d i n g  f l y e r s ,  brochures, 
promotional search pieces, schedules, magazines) and o the r  re1 ated mater ia l  s. 
The extensive e l e c t r o n i c  pub l i sh ing  computer systems, l oca ted  i n  t h e  Publ i c  Af- 
f a i r s  O f f i ce ,  a re  used i n  the  prepara t ion  of U n i v e r s i t y  ma te r ia l s .  

POSITION RESPONSIBILITIES: 

1. D i r e c t s  day-to-day a c t i v i t i e s  o f  Graphics O f f i ce ,  i n c l u d i n g  design, 
product ion techniques, photography, and t h e  use o f  graphics and 
photographic equipment. 

2. Supervises t h e  use o f  t h e  Pub l i c  A f fa i r s  O f f i c e ' s  extensive e l e c t r o n i c  
p u b l i  shing computer systems -- (which c u r r e n t l y  i ncludes a  desktop 
pub l i sh ing  system w i t h  personal computers, a  l a s e r  p r i n t e r  and scanners, 
two typeset te rs  and f i v e  word processors) -- i n  the  prepara t ion  and 
product ion o f  Un ive rs i t y  publ i c a t i o n s .  

3 .  Supervises t h e  t r a i n i n g  of o f f i c e  professional and c l e r i c a l  s t a f f  i n  the  
use o f  o f f i c e  pub l i sh ing  equipment. 

4 .  D i r e c t s  the t r a n s f e r  o f  data (schedule o f  classes, dean's and commencement 
l i s t s ,  etc.)  f o r  publ i c a t i o n  purposes, v i a  telecommunications, from t h e  
U n i v e r s i t y ' s  main frame computer and from o the r  appropr ia te  Un ive rs i t y  
o f f  ices.  

5. Prepares and moni tors p r i  n t i  ng s p e c i f i c a t i o n s  i n  accordance w i t h  s t a t e  
p r i n t i n g  regu la t i ons  f o r  a1 1  Un ive rs i t y  pub l i ca t i ons .  

6 .  Responsible f o r  Un ive rs i t y  r e l a t i o n s  w i t h  contracted p r i n t e r s  t o  f a c i l i t a t e  
product ion, and i nsure t h a t  spec i f i ca t i ons  a re  met and dead1 i nes honored. 

7 .  Serves as e d i t o r  of se lected Un ive rs i t y  pub l ica t ions ,  as assigned by 
t h e  D i r e c t o r  o f  Pub l ic  A f f a i r s .  

8. Supports and advises U n i v e r s i t y  o f f i ces  i n  the  development o f  Un ive rs i t y  

a publ i ca t i ons ,  such as promotional mater i  a1 s, newsletters, and reports .  



' Page 2 D i r e c t o r  o f  U n i v e r s i t y  Design and Product ion 

9 .  Performs o the r  du t ies  and respons i b i  1  i t i e s  re1 ated t o  those enumerated 
above which do n o t  a l t e r  the  basic l e v e l  o f  r e s p o n s i b i l i t y  o f  t he  pos i t i on .  

EDUCATION AND EXPERIENCE: 

Two t o  th ree  years o f  admin i s t ra t i ve  experience, co l l ege  teaching, o r  a  com- 
b i n a t i o n  o f  both, i n c l u d i  ng admin i s t ra t i ve  and techn ica l  background i n  one o r  
more aspects o f  media. A  bachelor 's  degree i s  required; a  master 's  degree i s  
preferred.  These qua1 i f  i c a t i o n s  may be waived f o r  i ndi  v idua l  s  w i t h  appropr iate 
a1 t e r n a t i  ve experience. 

IMMEDIATE SUPERVISOR 

ADMINISTRATIVE FACULTY 

PERSONNEL ADMINISTRATION a>d 

I 



S U O A F I A F S C M E  P O S I T I O N  A C l I O l  R E O U E S l  

f O R M  A I D  P R O C E D U R E S  

~ : ~ i t i ~ ~  T i t l e  Director of University Design and Publication, Adm. V 

Southern Connecticut State University oate January 4, 1988 

EVEL 1, Day 0 Campus DPA c r e a t e s  and p r e s e n t s  package t'o Chapter  l e v e l  SUOAF/AFSCME des ignee  f o r  r e v i e r .  dampus 
Attachments  s h a l l  i n c l u d e  t h e  f o l l o v 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 ,  r a n k ,  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 l t d l  
i n f o r m a t i o n  r e q u i r e d .  

INITIATING PRESIDENT OR DESIGNEE 

D A T E  PRESENTED T O  CAMPUS SUOAF REPRESENT~JTIVE . 
SUOAF/AFSCME CAMPUS REVIEW AND RECOMMENDATION BY 

\ \ 
DATE OF SUOAF CAMPUS REVIEW \I 
THE ABOVE-MENTIONED PACKAGE HAS BEEN fORWARDED T O  THE LOCAL UNION BY THE CAMPUS DPA. 

LEVEL 2, No t  t o  exceed 10 w o r k i n g  days  a f t e r  r l t c e i p t  S t a t e w i d e  SUOAF/AFSCME 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 a p p r o v a 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  i n i t i a t i n g J l o i v e r s i t y l  \P  \ o r  h i s  des ignee.  p u _ \ .  Date SUOAF/AFSCME LOCAL PRESIDENT OR DESIGNEE 

DISPOSITION A T  SUOAF LOCAL LEVEL: 
( ) 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  r a n k  and s a l a r y  
Comments o r  Recommendations: 

DATE RETURNED T O  LOCAL DPA 

EVEL 3 ,  l o t  t o  exceed  70 v 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  DPA's mee t i ng  
o r  r e v i e u .  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 ce  P r e s i d e n t  t l r  

Personne l .  The V i c e  P r e s i d e n t  f o r  Pe rsonne 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  SUOA~/AFSCME L o c a l  P r t r s l -  
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 i -  
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 .  

DATE CONSIDERED BY DPA's COUNCIL 

DISPOSITION AT COUNCIL LEVEL: 
( )approve 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 

LEVEL 4 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  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 PE8C 
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  SUDAF/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 .  

1 
1 

DISPOSITION AT PERC LEVEL: 

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

DATE 

DhTE OF BOARD APPROVAL 

JATE Of BOARD DISAPPROVAL 

a 
OVER FOR APPLICABLE POSITION DESCRIPTION 


