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‘a P.O. Box 2008 * New Britain, Connecticut 06050 * (203) 827 -7701 
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a 
Central Connectrcut State Unt~ers:tv . Yew Birrair. Southern Connecticut State University New Haven 
Eastern Connectrcut State Cln~~ersrty . Wrll~mant~c Western Connectrcut State Un~versity Danbury 

An Eqc~al Opportc,nrtv Employer 

RESOLUTION 

concerning 

RECLASSIFICATION OF POSITION 

ASSISTANT TO THE DIRECTOR OF CONTINUING EDUCATION/ 
ADMINISTRATOR I1 

to 
ASSISTANT DIRECTOR OF CONTINUING EDUCATION/AJ.~MINISTRATOR I11 

WESTERN CONNECTICUT STATE UNIVERSITY 

FEBRUARY 5, 1988 

RESOLVED, That the position, Assistant to the Director of Continuing 
Education/Adrninistrator 11, at Western Connecticut State 
University be reclassified to Assistant Director of 
Continuing Education/Administrator 111, effective 
February 5, 1988, in accordance with the attached proposal 
dated December 21, 1987. 

A ~ertidied True Copy: 

Dallas K. Beal 
President 



THE CONNECTICUT STATE UNIVERSITY 
P.O. Box 2008 - New Bntam. Connecticut 06Q50 (203) 627-7700 

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

POSITION DATE 
ACTION: ESTABLISH ( ) RECLASSIFY (X )  OTHER ( ) EFFECTIVE 

I Date 
By:. CSU ( 

ccsu ( ) scsu ( ) 
, ECSU ( ) WCSU I 

1 

POSITION Admin- II/ 7917 Admin. III/ 
TITLE: Asst. to the Dir. of Continuing Educ. Assistant Director of Continuing ~duc. 7918 

CURRENT (Class Code) PROPOSED (Class Coda) 

POSITION CURRENT PROPOSED BARC 
N ~ E R :  2052 SALARY 22,811. - SALARY 24,522. l r ~ ~ f l ~  Extension UNIT A m  A- 

from to 

JUSTIFICATION: (Use Reverse Side If Additional Space Is Needed) 
We are requesting that the position Fdmin.II/Assistant to the Director ofcontinuing Educa_tion 
be reclassified to &in. III/Assistant Director of :Continuing Educa. due to increased responsi- 
bilities. Additional duties and responsibilities include supervision and,preparation of office 
fonnr and data, researching and correcting problens in the "Weekly Accountant's Avdit %port," 
participation in the preparation of the serrlester course brochure, aid in the dissemination, 
return, and verification of final grades, and participation in the planning and preparation of 
registration materials for mass distribution. We feel the increase in duties of the position 
warrants a reclassification to the Assistant Director level. 

R E S O L U T I O N  

SOLmD, That the position Admin. II/Assistant to the Director of Continuing Educa. 
reclassified to Admin. III/Assistant Director ofcontinuing Edu~a-tri.at WCSU effective 
February 5, 1988in accordance with all provisions and expectations as set forth 
in this proposal. 

A Certified Trua Copy 
Dallas K. Beal, President ,  CSU Date 

BOARD OF TRUSTEES 
Date 



Assistant Director of Continuing Education 

ADMINI STRAI'OR I1 I 

SUPERVISOR: Dean of Continuing Education 

S U P M S I ~  EXERCISED: Clerical Staff, Graduate Assistants and 
Student Assistants - 

Under the direction of thu D u ~ n  of Cu~~Linuing   ducat ion, the 
Auulutuf~t DlrucLor part i c iya tur ,  i n  tlru plcl~uilng of! a t  rvct iva  and efficient 
u t u h n t  royiutcotiorirrt c o w ~ u u l v  b t ~ d ~ ' 1 1 L b j  L~L-ULMICOS in-put data f o r  Comput;.t 
pcocoosing Md reviews out-put; par t i c ipa te s  in the registration pSocmsS. 

1. Academic advisor to incoining and continuing students. 

2 ,  Supervises and participates in the preparation of the form6 and 
data, both forwarded from and returned to this office, which are necessary 

m for the maintenance of accurate files. 

3. Maintains statistical student information. 

4. Researches and corrects problems on the "weekly Accountant's 
Audit Report." 

5. Participates in the preparation of the semester course bl;ochure. 

6. Aids in the dissemination, return, and verification of ffnal~ 
grades. 

7, Provides information to part-time f a d t y  concerning proper 
administrative procedures. 

8. Participates in the planning and administration of registration 
for all part-time evening students. 

9. Participates in the planning and preparation of registration 
materials for mass distribut$on. 

10, Maintains files of special part-time students registerd in the 
E v w  program. 

11. Performs other duties and responsibilities related to those / 



r S U O A F ~ A F S C H E  P O S I T Z O W  A C T I O N  R E Q U E S T  

F O R M  AND P R O C E D U I E S y  

b clLLQLFhPP 
P o s i t i o n T i t l e  Adm.inistratorIII/Assistant -of C o n t i n u i n q E d u c a t i o n  ,a W e s t e r n  Date 12/21/87 

LEVEL 1, Day 0 Campus D P A  c r e a t e s  and p resen ts  package t o  Chapter l e v e l  SUOA~/AFSCME designee f o r  review. 
Attachments 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 tems where a p p l i c a b l e :  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  requi red.  

INITIATING PRESIDENT OR DESIGNEE Andrea D ' A g o s t i n o  , , 
DATE PRESENTED T O  CAMPUS SUOAF REPRESENTATIVE //7/ff 
SUOAF/AFSCME CAMPUS REVIEW AND RECOMMENDATI 

DATE O f  SUOAF CAMPUS REVIEW 
'-* 

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

LEVEL 2, Hot  t o  exceed 1 0  work ing  days a f t e r  r e c e i p t  Statewide SUOAF/AFSCME 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  i n i  D P A  o r  h i s  designee. 

SUOAF/AF SCME LOCAL PRESIDENT OR DESIGNEE Date 1 I%\ %v 
DIS SITION A T  SUOAF LOCAL L  

\ )L 

.r" (c approve proposed rank  an !I! ( )disapprove proposed rank and s a l a r y  
Comments o r  Recommendations: 

-7 y F d ,  r f  
& , & L A e A .  

DATE RETURNED T O  LOCAL DPA .- 
, l o t  t o  exceed 10 u 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 ta tew ide  DPA's meet ing 

f o r  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/AFSCME 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 re  requ i 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 z t e  phone c o n s u l t a t i o n .  ", 

DATE CONSIDERED SY DPA's COUNCIL <//3//2' 
( )d isapprove submiss ion t o  PERC 

/ 
LEVEL 4 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  nex 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  o f  the  Campus DPA t o  i n f o r m  t h e  campus and L o c a l  SIJOAf/AFSCME 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? PERC LEVEL: 

DATE 

DRTE OF BOARD APPROVAL 

DA1@ BOARD DISAPPROVAL 

OVER FOR APPLICABLE POSITION DESCRIPTION 


