BR#89-32

Connecticut

State

U n 'verSIty P.O. Box 2008, New Britain, Connecticut 06050
Central = Eastern =  Southen =  Western (203) 827-7700

Office of the President

RESOLUTION
concerning
RECLASSTFICATION OF POSITION
ASSOCIATE DIRECTOR OF ADMISSIONS AND RECORDS/ADMINISTRATOR IV
ASSOCIATE REGISTR;:/ADMINI STRATOR IV
at

EASTERN CONNECTICUT STATE UNIVERSITY
February 3, 1989

. RESOLVED, That the position of Associate Director of Admissions and
Records/Administrator IV at FEastern Connecticut State
University be reclassified to Associate Registrar/
Administrator IV, 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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Addendum to BR#89-32

Csu - 2 CONNECTICUT STATE UNIVERSITY
() POSITION ACTION REQUEST FORM
SUBMITTED 12/8/88
. BY:. CSU [ ]

ccsu [ ] scsu [ ]
ECSU KX] wcsu [ ]

POSITION | DATE

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

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

POSITION Associate Director of /Adm. IV

TITLE: Admissions & Records 7919 Associate Registrar/Adm. IV7919
CURRENT CLASS CODE PROPOSED CLASS CODE

POSITION CURRENT 1570.62  proposep 1570.62 BARGAINING

NUMBER 0115  saLary $ (40,993) saLary$ (40,993) runD Gen  uniT SUOAF SUOAF

FROM T0

EXPLAIN THE NATURE OF THE PROPOSAL:

As part of the reorganization of the Admissions and Records area, the
position Associate Director of Admissions and Records is to be reclassified
‘ as Associate Registrar. No change in rank is proposed.

JUSTIFICATION:

This proposal forms part of the total reorganization. The incumbent will
assume additional operational components of the registration and record
systems formerly assumed by the Scheduling Officer.

50 Crithia Qe 0 121362

COST OR SAVINGS SIGNED (UNIVERSITY) DATE

TTACH OLD AND NEW STAFFING CHART, (X)
B DESCRIPTION, AND (X)
UOAF SIGN OFF FORM IF REQUIRED X)

MISCELLANEOUS COMMENTS:
7/88




'l' 198
. EASTERN CONNECTICUT STATE UNIVERSITY
FOSITION DESCRIFTION

POSTTION TITLE: A5S0CTATE REGISTRAW

AIIMINISIRATIVE RANK: 4
INCUMBENT : WINIFRED KLEIN

Urnder the supervision of ithe Kegistrar, the Associate Registrar performs the

following functions:

1. Assumes responsibility for the Office in the Regqistrar sz absence.

a Assists the Registrar in the mainternance and reporting of the master
course file and training book and each semester’s course schedule and

coordinates the development of any reports regarding the above.

3. Schedules clagsroom space assignments for courses; advices ithe Student
Center snd Auxiliary Services irn reqgard to the use of zcademic facilities
for mon-academic events.

‘ Maintains FLC osta orn instructional faculty and academic depariments 1n
aeccord with the CHU/ABRUP Contract.
.. Evaluates {tranmnscripts of students.

6. Coordinates the publication of each semester’s schedule of courses
(Keqistration BRooklet).

7. Assists the Kegistrar in all aspects of the student registration/record
systenm.

8. Assists in the coordination, supervision and evaluation of office staff
3s required.

9. Assists in the adminiceterirmng the graduation audit system and conduct
graduation audits as required.

10. Ferforms otner duties and responsibilities related to those enumerated

a3lrove which do rnot alter the basic level of responsibility of the
position.

RUALIFICATIONS

Four years experience demonstrating the ability to maintain detailed
records/reqistration systems arnd to relate effectively with students and
‘ff. Kriowledge of the report generator NATURAL i1s desired. @A Rachelor’s

pree 1s required.

.esae gualifications may be waived for individuals with approprizte alternate
DHPEYIENCE .

/711l 7849
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SBOAF/AFSCME POSITION ACTIOMN REQUEST

; // | : FORN  AND PROCEDORES

Iy
\
*

Position Title Associate Registrar
Eastern Connecticut State University Date

Cempes Ifl crestes and presents peckage to Chapter level SUOAF/AFSCHE designee for reviev.

LEVEL 1, 0ey @
- Attachaeats shall faclude the folloving items vhere spplicable: 1) s copy of this sheet, 2) aev and
foreer position descriptions, 3) sslary, reak, sad rationsle for PERC and the Bosrd, sad A) sy sdditionsl

inforastion required.

INITIATING PRESIDENT O OESIGNEE MMW 121334
T DATE PRESENTED TO CAMPUS SUOAF REPRESENTATIVE

SUOAF/AFSCNE CAMPUS REVIEV AND RECOMMENDATION BY \@\R \ \%"(

DATE OF SUOAF CAMPUS REVIEV
THE ABOVE-MENTIONED PACKAGE NAS BEEN FORVARDED TO THE LOCAL WNION BY TNE CAMPUS OPA.

Statevide SUOAF/AFSCME reviev eccurs during this
Upon such approvsl

December 6, 1988

Compus

LEVEL 2, Not teo exceed 10 werking ¢dsys after receipt
iaterval. Further megotistion msy occur st this level prior to fiasl Uniom spproval.

SUOAF shall retura sll] materisls to the lli}}ltiag Saiversity DPA or his designee \
. SUOAF/AFSCME LOCAL PRESIDENT OR DESIGNEE *3 \5§%—LV\ Oate ‘|\7 ig:C\

63;;051'10. AT SUOAF LOCAL LEVEL:
spprove proposed renk sad salery ( )disspprove proposed reak oqd salsry

Comments or Recommendations:

. DATE RETURNED TO LOCAL OPA ///7/ (f

LEVEL 3, Bot te exceed 10 utrt! days sfter receipt Locsl OPA brings pspervork to statevide DPA's meeting
for reviev. If mo further issves arise, the document is signed by snd remains with the Vice Presideat for
Persoansl. The Vice Presideat for Personsel slse provides s signed copy to the SUOAF/AFSCME Local Presi-

dent. If sigaificaat chamges sre required, docements asre returned at Level 1. Mimor cigagcs ngy be of-

focted by sppropriste phone consultation.
DATE CONSIDERED BY OPA's COUNCIL /2 // </ & 4/

OISPOSITION AT COUNCIL LEVEL:
Japprove submission to PERC ( )disapprove subaission to PERC

Comments or Recommendations:

VICE PRESIDENT FOR PERSONNEL Mﬁ L o e DATE /// 28 ,/ £ 7

Upon PERC

LEVEL & Vice President for Personnel submits psckage to PERC at its next scheduled meeting.
sction it is the responsibility of the Campus OPA to inform the cempus and Locsl SUOAF/AFSCME representa-

tive and sppropriste mansgement officials of PERC disposition.
DISPOSITION AT PERC LEVEL: ’
( Jspproved ( )disspproved
14
ATE OF BOARD APPROVAL
DATE OF BOARD DISAPPROVAL

OVER FOR APPLICABLE POSITION DESCRIPTION




