
RESOLUTION 

concerning 

RECLASSIFICATTON OF POSITION 

ASSOCIATE DEAN OF EXTENSION COLLEGE/ADMINISTRATOR VII 
to 

ASSOCIATE DIRECTOR OF GRAWaTE sTUDIES/ADMINISTRATOR IV 

WESTERN CONNECTICUT STATE UNIVERSITY 

FEBRUARY 5, 1988 

RESOLVED, That the position, Associate Dean of Extension College/ 
Administrator VII, at Western Connecticut State University 
be reclassified to Associate Director of Graduate Studies/ 
Administrator N, effective February 5, 1988, in accordance 
with the attached proposal dated December 18, 1987. 

A ~ert$ied True Copy: 

~alla-s K. Beal 
President 

Central Connecticut State University New Britain 
Eastern Connecticut State University Willimantic 

Southern Connecticut State University New Haven 
Western Connecticut State University Danbury 

An Equal Opportunity Employer 





Position Title: Associate Director of Graduate Studies 

Winistrative Rank: Administrator IV 

POSITION SUMMARY: 

Primary administrative managerial assistant to the Dean of Graduate 
Studies and Extension Services in performing those tasks appropriate 
to the Division of Graduate Studies. 

POSITION RESPONSIBILITIES: 

1. Assist the Dean in those tasks for which professional assis- 
tance is required. 

2. Perform tasks in accordance with the advice and recommendations 
of the Graduate Council. 

3. Assume responsibility for performing tasks, whenever familiar 
. with WCSU policies and procedures, in the absence of the Dean. 

4. Serve as primary graduate admission counselor for prospective 
students, faculty, and staff. 

Provide advice and support to continuing graduate students'as 
required. 

6. Implement and maintain the admissions, program, and degree 
requirements recommended by the Graduate Council (with 
administrative approval). 

7. Develop and implement marketing strategies and tactics useful 
in graduate student recruitment; i.e., direct mail campaigns, 
media ads, college fairs, corporate site visits, letters, etc. 

8. Develop and manage open houses, receptions, etc. for 
prospective graduate students. 

9. 'Maintain liaison with department chairpersons and academic 
deans in planning the graduate courses, times, days, etc., to 
be scheduled each semester. 

10. Coordinate all course schedules and bulletins with the Office 
of Continuing Education and the Office of Graphic Art C Design. 

11. Supervise revisions of the Graduate Catalog by over.seeing 
production, maintaining communication with department 
chairpersons, and serving as liaison to the Office of Graphic 
Art and Design. 

12. Obtain, prepare, and disseminate inforiation useful for the 
Graduate Program advisors. 



. 
1 

13. Attend and act as secretary at the Graduate council meetings. 
# 

14. Assist the Graduate Program advisors in evaluating transfer 
credits, determine transfer cumulative grade point averages, 
and assist faculty to provide professional academic advising. 

15. Perform other duties and responsibilities related to those 
enumerated above which do not alter the basic level of 
responsibility of the position and which fall within the 
purview of Graduate Studies. 



I .  S U O A F / A F S S U E  P O S I T I O W  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  

& - ~ - G L + ~ <  @A, 
, P o s i t i o n  T i t l e  Admin. IV/- a of Graduate Studies 

Western ' Date 

VEL 1, Day O Campus DPA c rea tes  and p resen ts  package t o  Chapter l e v e l  SUOAF/AFSCME designee f o r  review. &pus 
Attachments s h a l l  i n c l u d e  the  f o l l o w i n g  i tems where app l i cab le :  1) a copy o f  t h i s  sheet, 2) new and 

former 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  requ i red ,  

INITIATING PRESIDEHT OR DESIGNEE Andrea D'Aaostino . t 

DATE PRESENTED T O  CAMPUS SUOAF REPRESENTATIVE 

SUOAF/AFSCME CAMPUS REVIEW AND RECOMMENDATION BV 

DATE OF SUOAF CAMPUS REVIEW 

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

I LEVEL 2, Not  t o  exceed 10 work ing  days a f t e r  r e c e i p t  Statewide SUOAF/AFSCI'IE r e v i e w  occurs  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 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 approva 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  o r  h i s  designee. 

SUOAF/AFSCME LOCAL PRESIDENT OR DESIGNEE 

DISPOSITION A T  SUOAF LOCAL LEVEL: 
($ approve proposed rank and s a l a r y  ( )d isapprove proposed rank  and s a l a r y  

J.2 . . 
DATE RETURNED T O  LOCAL DPA 

L 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  Loca l  DPA b r i n g s  paperwork t o  s t a t e w i d e  DPA's meet ing 
review. If no f u r t h e r  i s s u e s  a r i s e ,  the  document i s  s igned  by and remains w i t h  t h e  Vice P r e s i d e n t  f o r  

Personnel.  The Vice P r e s i d e n t  f o r  Personnel a l s o  p r o v i d e s  a s igned  copy t o  t h e  SUOAF/A~SCME L o c a l  P r e s i -  
dent.  If s i g n i f i c a n t  changes a r e  requi red,  documents a r e  r e t u r n e d  a t  L e v e l  1. Minor  changes may be ef -  
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 OPA's COUNCIL 

DISPOSITION A T  COUNCIL LEVEL: 
( )d isapprove submiss ion t o  PERC 

VICE PRESIDENT FOR PERSONNEL 
V 

LEVEL k Vice P r e s i d e n t  f o r  Personnel submi ts  package t o  PERC a t  i t s  n e x t  scheduled meeting. 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  of the  Campus DPA t o  i n f o r m  the  campus and L o c a l  SUOAF/AfSCN representa-  
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 A T  PERC LEVEL: 

DATE 

DATE OF BOARD APPROVAL 

DATE O f  BOARD OISAPPROVAL 

I 

I OVER FOR APPLICABLE POSITION DESCRIPTION 


