L BR#89-28

Connecticut
State
U niversny P.O. Box 2008, New Biritain, °°"("2%3°‘;°;’;7‘f$‘7’§8

Central . Eastern = Southem . Western

Office of the President

RESOLUTION
concerning
RECLASSTFICATION OF POSITION

ASSISTANT TO THE DIRECTOR OF ADMISSIONS AND RECORDS /ADMINISTRATOR I1
to
ASSISTANT TO THE REGISTRAR/ADMINISTRATOR II

at

EASTERN CONNECTICUT STATE UNIVERSITY
February 3, 1989

RESOLVED, That the position of Assistant to the Director of Admissions
. and Records/Administrator II at Eastern Connecticut State
University be reclassified to Assistant to the Registrar/
Administrator II, effective February 3, 1989, in accordance
with all provisions and expectations as set forth in the
proposal dated December 8, 1988, which is attached as an
addendum to this resolution.
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csu - 20 Addendum to BR#89-28
i CONNECTICUT STATE UNIVERSITY

() POSITION ACTION REQUEST FORM
SUBMITTED 12/8/88

. BY:. CSU [ ]

CCSU [ ] scsu [ )
ECSU [X] wCsU [ ]

POSITION DATE
ACTION: ESTABLISH () RECLASSIFY ( )  OTHER X) EFFECTIVE 2/3/89

NATURE OF THE POSITION: PERMANENT (X] FULL-TIME [X] TEMPORARY [ ] PART-TIME[ ]

POSITION Asst. to the Director of Assistant to

TITLE: Admissions & Records /Adm. II 7917 the Registrar /Adm. II 7917
CURRENT CLASS CODE PROPOSED CLASS CODE

POSITION CURRENT 1093.71 proPOSED 1093.71 BARGAINING

NUMBER 0009 SALARY $(28,545) saLARY $(28,545) FUND Gen UNIT SUOAF SUOAF

FROM T0

EXPLAIN THE NATURE OF THE PROPOSAL:

As part of the reorganization of the Admissions and Records areas, the
position, Assistant to the Director of Admissions and Records is to be
reclassified to Assistant to the Registrar.

USTIFICATION:

This propcsal forms part of the total reorganization. The incumbent will
assume additional operational components of the registration and record
systems and relinquish certain admissions duties.

COST OR SAVINGS SIGNED (UN|V‘ERS|TY) DATE

TTACH OLD AND NEW STAFFING CHART, (X)
QB DESCRIPTION, AND Xy

OAF SIGN OFF FORM (F REQUIRED X)

QHSCELLAN EOUS COMMENTS:
7/88
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Under the supervision of the Kegistrar the Assistant performs the following
functions:

1. Evaluates transcripts of transfer students from other post-secondary
institutions 28 requirsd.

2. Conduets graduation audits and assists in preparing recommended grad-
yation lists.

3. Assists with mainternarnce of the University course Ille 33 developed by
the Office of Academic Affsirs.

4. Assists with reqgistration, add-drop, and orientation for incoming
undergraduate students.

. Works with the Data Cenmter in regard to information transmitted
to and from that office.

h

G. Coordinates the computerized student information system for the Office
. of Admissions and Kecords.
.’7. Assists in the-supervision of clerical staff and provides training
on computer applications, student information svstems, and new policies
and procedures. -
8. Coordinates operation of the on~line registration system.
9. Performs other duties and responsibilities related to those enumerated

above which do mot alter the basic level of responsibility of the
position.

QUALIEICATIUNS

kachelor’s deqree required. Master’s legree preferred. One te two vears
experience 1n higher education.

I'hese qualifications may be waived for individusals with appropriate alternate
experience. '
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SOOAF/AFSCKE - POSITION ACTION REQUEST

‘FORN  AND PROCEDORES

. Assistant to the Registrar

Position Iitle
Cempes  Eastern Connecticut State University

. ts peckage to Chapter level SUOAF/AFSCHE designee for reviev.
LEVEL 1, Bay @ Compes OPA creates and preseats peckeg P s oo o1 ks shoet, 20 sov e

Attachaents shall faclude the felloving Stees where spplicsble: " itisns]
forser pesition descriptions, 3) salery, reak, sad rationsle for PEAC and the Besrd, ond XUR o

iaformation required.
s zda 0 Qq..? [PATA P

INITIATING PRESIOENT Of DESIGACE
DATE PRESENTED T0 CAMPUS SUOAF REPRESCRTATIVE

SYOAF/AFSCNE CANPYS REVIEW Axp aecomeewpaTIon oy \-2RXT\ é'@k&\ o \ﬁ?"\
BATE OF SUOAF CANPUS REVIEV
TNE ABOVE-MENTIONED PACKAGE NAS SEEN FORVARDED TO THE LOCAL UNION BY THE CAMPES OPA.

LEVEL 2, Bet to exesed 10 werking duys sfter recelipt Statevide SUOAF/AFSCME reviev eccurs durlag this

faterval. Further aegotistion may occur st this level prior to fimal Ualen sppreval. Upen such spprovel

SUOAF shall retura sll materfals to the iu!tiaﬁ!gg Salversity OPA or his designes.
e’ \%
oate___\ 1)

SWOAF/AFSCHE LOCAL PRESIOENT Of aEstence L5\ VAN ,
OISPOSITION AT SUOAF LOCAL LEVEL:
( )disspprove proposed reak sad salery

approve prepesed reak and sslary
Comments or Recommendations:

dete 12/6/88

DATE RETURNED TO LOCAL OPA  ///7 / &/ ?
/ T

LEVEL 3, Bet ts exceed 10 werk§ t Local DPA brings papervork to statevide OPA's meeting
for roviev. If a0 further fssees arise, the docwsent is signed by snd remains vith the Vice Presideat for
Persennel. The Vice President for Persoanel slse provides s signed copy to the SUOAF/AFSCME Local Presi-
dont. If sigaificant chamges sre required, docesents sre reterned st Level 1. Mimor ct?ogoo ssy be of-
focted by sppropriste phone coasvitstioa.

DATE CONSIDERED BY OPA's COUNCIL /2 / /Y v

DISPOSITION AT COUNCIL LEVEL:
spprove ssbaission to PERC ( )disaggrov' sybaission to PERC

omneats or Recommendations:

VICE PRESIDENT FOR PERSONNEL @4 L C Zzﬁu DATE /// 24 / {9

Spon PERC

LEVEL & Vice President for Personnel subaits package to PERC st its mext scheduled meeting.
sction it is the respomsidility of the Campus OPA to inform the cempus sad Local SUOAF/AFSCME represents-

tive and sppropriste mansgement officisls of PERC disposition.
OISPOSITION AT PERC LEVEL:
( Jspproved ( )disspproved

OVER FOR APPLICABLE POSITION DESCRIPTION




