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RESOLUTION 

concerning 

RECLASSIFICATION OF POSITION 

ASSOCIATE TO THE DEAN FOR GRADUATE STUDIES/ADMINISTRATOR V 
to 

DIRECTOR OF GWUATE AND CONTINUING EDUCATION/ 
ADMINISTRATOR VI 

SOUTHERN CONNECTICUT STATE UNIVERSITY 

February 3, 1989 

RESOLVED, That the position of Associate to the Dean for Graduate 
St~idies/Administrator v at Southern Connecticut State 
University be reclassified to Director of Graduate and 
Continuing Education/Administrator VL, effective February 6, 
1989, in accordance with all provisions and expectations as 
set forth in the proposal dated December 15, 1988, which is 
attached as an addendum to this resolution. 

A Certified True Copy: 

An Equal 
Opportunity 

Employer 



Addendum to BRil89-49 
CSU - 2 , CONNECTICUT STATE UNIVERSITY 

POSITION ACTION REQUEST FORM 

BY: CSU [ I 
ccsu [ I scsu [ XI 
ECSU [ I WCSU [ I 

POSITION DATE 

ACTION: ESTABLISH ( ) RECLASSIFY (X) OTHER ( ) EFFECTIVE 2-6-89 

NATURE OF THE POSITION: PERMANENT [ X] FULL-TIME [ X I  TEMPORARY [ 1 PART-TIME [ 1 

POSlTlON Assaciate t o  t h e  Dean f o r  D i r e c t o r  o f  Graduate and Cont inu ing 
TITLE: Graduate S t u d i e s ,  &. V f 79711 

CURRENT CLASS CODE 
-8) 

POSITION CURRENT PROPOSED BARGAINING 
NUMBER 0298 SALARY 6 45.869 SALARY $ 49,309 FUND =UNIT SUOAF 

EXPLAIN THE NATURE OF THE PROPOSAL: 

That ttae p o s i t i o n  of Associate t o  t he  Dean f o r  Graduate Studies, Admin i s t ra to r  V,  
be r e c l a s s i f i e d  t o  D i r e c t o  r of Graduate and Cont inu ing  Educat ion Operations, 

@ Admin is t ra to r  V I  , t o  r e f l e c t  s i g n i f i c a n t  changes i n  d u t i e s  and r e s p o n s i b i l i t i e s .  

The increased s ize,  complex i ty  and r e s p o n s i b i l i t i e s  o f  t he  School o f  Graduate 
and Cont inuing Educat ion r e q u i r e  someone a t  the  Admini s t r a t o r  V I  l e v e l  t o  
adminis ter  day-to-day operat ions.  Since Fa1 1  o f  1982, t he re  has been a  66% 
increase i n  pa r t - t ime  undergraduate r e g i s t r a t i o n s  and a  47% increase i n  p a r t -  
t ime gmduate r e g i s t r a t i o n s ,  and graduate programs i n  Nurs ing and Soc ia l  Work 
have been added. This  growth has occurred w i t h o u t  adding p ro fess iona l  personnel.  
I n t e r n a l  computer iza t ion  o f  tasks  and records has a l lowed the  School t o  increase 
the  l eve l  and q u a l i t y  of serv ices,  b u t  t h i s  s i g n i f i c a n t  growth needs t o  be 
managed on a  d a i l y  bas is .  As p a r t  o f  a  reo rgan i za t i on  p lan  f o r  t he  School, i t  
i s  requested t h a t  t h i s  p o s i t i o n  be upgraded. 

COST OR SAWNGS 

CH OLD AND NEW STAFFING CHART, ( ) 
AND ( ) 

OAF SIGN OFF WRM IF REQURED ( 1 

ISCELLANEOUSCOMMENTS: 



Southern Connecticut State University 

Director of Graduate and Continuing Education 
Operations/Adminis trator VI 

SUPERVISOR: Dean, School of Graduate Studies and 
Continuing Education 

SUPERVISION EXERCISED: 

NEW - 

POSITIOU SUMHARP : 
I 

The D i r e  c t o r o f t h e Graduate and Continuing Education 
Operations assists tne Dean in all phases of the development, 
operation and evaluation of Graduate and Continuing Education 
programs and programming. He/she, in consultation with the Dean, 
is responsible for the development and maintenance of systematic 
procedures that will contribute to the effective and efficient 
operation of Graduate and Continuing Education. He/she 
coordinates with faculty, administration, and functional units of 
the University to foster understanding of, support for, and 
participation in Graduate and Continuing Education programs and 
programming. He/she also participates in student counseling. 
He/she acts for the Dean in the absence of the Dean. 

POSITION RESPONSXBILITIES: 

1. Exercises direct supervision of Assistant Dean for 
Scheduling and ~raduate Admissions and through the 
Assistant Dean, the goals and objectives of the 
University Assistant for Special Projects and the 
University Assistant for Media and Marketing. 

2. Serves as Coordinator of the Liberal Studies degree 
program of the university working with departments and 
schools as necessary to assure appropriate advising of 
students and to call attention to scheduling 
opportunities and problems as appropriate. 

3. Oversees the preparation of schedules and copy pertaining 
to evening and graduate courses for the regular semester 
bulletins and assumes primary responsibility for assuring 
the timely and accurate development of the summer 
bulletin as well as the publication and distribution of 
a newsletter for part-time students. 

4 .  Maintains movement toward an electronic office through 
software and hardware implementation and staff training. 
This encompasses optimizing use of the mainframe computer 
and interactive as well as stand alone use of micro- 
computer capabilities to electronically store and 
produce files, forms, and reports and integration of 
desktop publishing with the education and marketing 
activities of the School. 



5. S u p e r v i s e s  and e v a l u a t e s  c l e r i c a l  s t a f f  and s t u d e n t  
employees i n c l u d i n g  t h e  development and main tenance  of  
p o s i t i o n  d e s c r i p t i o n s  and e v a l u a t i o n  mechanisms f o r  
a s s i g n i n g  i n c r e a s i n g  l e v e l s  of r e s p o n s i b i l i t y .  

6 .  Performs o t h e r  a s s i g n m e n t s  p e r t a i n i n g  t o  t h e  School  of 
Gradua t e  S t u d i e s  and Con t inu ing  Educa t ion  t h a t  d o  n o t  
a l t e r  t h e  b a s i c  l e v e l  o f  r e s p o n s i b i l i t y  of  t h e  p o s i t i o n .  

QUALIFICATIONS : 

1. Academic c r e d e n t i a l s  and e x p e r i e n c e  s u i t a b l e  t o  f u l f i l l  
t h e  d u t i e s  and r e s p o n s i b i l i t i e s  of t h e  p o s i t i o n .  M a s t e r ' s  
d e g r e e  r e q u i r e d .  

2. Demonst ra ted  a b i l i t y  t o  communicate e f f e c t i v e l y ,  v e r b a l l y  
and i n  w r i t i n g ,  w i t h  f a c u l t y ,  s t u d e n t s ,  and a d m i n s t r a t i o n  
a s  w e l l  a s  w i t h  government ,  b u s i n e s s ,  and c i v i c  l e a d e r s  i n  
t h e  s e r v i c e  a r e a .  

3 .  Knowledge o f  e x i s t i n g  p o l i c i e s ,  p r o c e d u r e s  and p r a c t i c e s  
r e l a t e d  t o  t h e  accompl ishment  of t a s k s ;  and t h e  a n a l y t i c a l  
s k i l l s ,  c r e a t i v i t y  and adrninis  t r a t i v e  s k i l l s  n e c e s s a r y  t o  
c o n c e i v e  and s u g g e s t  improvements.  

4.  Demonst ra ted  s k i l l  i n  c o o r d i n a t i n g  academic  programming, 
i n c l u d i n g  ass ignment  oE f a c u l t y  f o r  adv i s emen t ,  and 
m a r k e t i n g ,  r e c r u i t m e n t  , and r e t e n t i o n  of  s t u d e n t s .  

5 .  S k i l l  i n  budge t  development  and a b i l i t y  t o  m o n i t o r  income 
and e x p e n d i t u r e s  t o  a s s u r e  budgeted a c t i v i t i e s  o p e r a t e  
w i t h i n  budge t  o r  c o r r e c t i v e  a c t i o n  is t a k e n .  

6. A b i l i t y  t o  match t h e  r e s o u r c e s  of t h e  u n i v e r s i t y  t o  t h e  
community, coup led  w i t h  t h e  a b i l i t y  t o  p e r s u a d e  t h e  f a c u l t y  
t o  modify t r a d i t i o n a l  app roaches  t o  meet t h e  needs  of 
community g roups  w i t h o u t  compromising, b.. academic  i n t e g r i t y .  

A m I N I s n u T I v E  F A C U L T Y 4  _ v ~ I > \  i ~ ) '  IVt*~Ml 
IMMEDIATE SUPERVISOR 

DEAN OF PERSONNEL ADMINISTRATIOtJ n, 



V) r - - a -  
v . C  

I E U O  



SOUTHERN CONNECTLCU'T S'l'tUE UNIVERSL'I'Y - 
A s s o c i a t e  t o  t h e  Dean f o r  G r a d u a ~ r  S t u d i e s / A d ~ n i n i s t r a t o r  V 

SUPERVISOR: Dean, School  of  Gradua te  S t u d i e s  and Cont inu ing  Educat ion 

SUPERRSION EXERCLSED: D i r e c ~ o r s ,  C a o r d i n ; ~ ~ o r s ,  C l ~ r i c a I  S t : ~ f (  

I N C U P L E N T  NAME : 

S e  A s s o c i a t e  t o  the Dean r e p o r t s  t o  t h e  Dean, School  of  Graduate  S t u d i e s  

and C m t i n u i n g  Educa t ion .  He/she  a s s i s t s  t h e  Dean i n  t h e  day-to-day implementa t ion 

of  the Univcr . ; i ty ' s  g r a d u a t e  r r d n ~ i s s i o l ~  p o l i c i c r ;  u t ~ d  p r o c r d u r c s .  llr/sllc: a c t s  f o r  

t h e  Dean i n  t h e  a d m i n i s t r a t i o n  of m a t t e r s  r e l a t e d  t o  t h e  g r a d u a t e  s t u d e n t ' s  per-  

forma- i n  t h e  c o m p l e t i o n  of t h e  plarlnrd program of s t u d y .  ~ e / s h e  works c l o s e l y  

w i t h  tk academic  o f f i c e r s ,  f a c u l t y  c h a i r p e r s o n s  and academic a d v i s o r s .  

POSITI4EIN RESPONSIBILITIES: 

1, Assists the Dean of Gradua te  and Cont inu ing  Educa t ion  i n  t h e  p lann ing ,  

o r g a n i z i n g  and o p e r a t i o n  of C r a d u a t e  and Cont inu ing  Educa t ion  a c t i v i t i e s  

w i t h  p a r t i c u l a r  eniphasis on G r a d u a t e  Educa t ion  i n c l u d i n g :  

A. A s s i s t i n g  t h e  Dean i n  improv ing  and m o n i t o r i n g  p rocedures  d i r e c t e d  

toward e f f e c t i v e  and e f f i c i e n t  s c h e d u l i n g ,  c o u n s e l i n g ,  admiss ions  

and f i s c a l  a c c o u n t a b i l i t y  of g r a d u a t e  programs and o f f e r i n g s .  

B .  A s s i s t i n g  t h e  Gradua te  C o u n c i l ,  g r a d u a t e  program c o o r d i n a t o r s ,  

f a c u l t y  and a d m i n i s t r a t i o n  by d e v e l o p i n g  and maintaining a  d a t a  

base a d e q u a t e  t o  i d e n t i f y  s t r c n g t t i s  and weak i~esses  i n  p r o c e s s  

and programs.  

2 ,  C o n t r i b u t e s  t o  t h e  o r d e r l y  and e f f e c t i v e  day-to-day o p e r a t i o n  of 

g r a d u a t e  e d u c a t i o n  m u t t e r s  i n c l u d i n g :  

A, The main tenance  of  a  c o r d i a l  and h e l p i n g  environment i n  t h e  

o t f i c e  toward a l l  p e r s o n s  s e c k i n g  i n f o r m a t i o n  i n  pe r son ,  by 

t e l e p h o n e ,  o r  by l e t t e r .  

B. P r o v i d i n g  a  r e l i a b l e  and s y s t e m a t i c  p r o c e s s  f o r  a s s u r i n g  t i m e l y  

a s s i s t a n c e  and a d v i s i n g  f o r  m a t r i c u l a t e d  and non-mat r i cu la ted  

g r a d u a t e  s t u d e n t s .  

C. C o l l e c t i n g ,  o r g a n i z i n g ,  r e v i s i n g  and d i s s e m i n a t i n g  i n f o r m a t i o n  

of i n t e r e s t  t o  g r a d u a t e  s t u d e n r s ,  g r a d u a t e  f a c u l t y  and t h e  

a d m i n i s t r a t i o n .  

D. R e p r e s e n t i n g  the C r a d u a t e  Schoo l  nr g r a d u a t e  f a i r s ,  c i v i c  o r g a n i z a t i o n s  

and t o  b u s i n e s s  and p r o f e s s i o n a l  g roups  a s  well a s  a t t e n d i n g  l o c a l ,  

s t a t e  and r e g i o n a l  m e e t i n g s  and c o n f e r e n c e s  of a p p r o p r i a t e  g raduace  

s c h o o l  o r g a n i z a t i o n s  when n e c e s s a r y .  



A s s o c i a t e  t o  t h e  Dean f o r  Graduate  S t u J i e s / A d n ~ i n i s t r a t o r  V 

3. P r o v i d e s  t h e  Dean of Gradua te  and Cont inuing Educa t ion  w i t h  w r i t t e n  

and o r a l  r e p o r t s  p e r t a i n i n g  t o  Gradua te  Educat ion a s  r e q u e s t e d .  

4. Performs o t h e r  a s s ignments  p e r t a i n i n g  t o  t h e  o r d e r l y  and e f f i c i e n t  

o p e r a t i o n  of t h e  School of Gradua te  S t u d i e s  and C o n t i n u i n g  Educa t ion  

t h a t  do n o t  a l t e r  t h e  b a s i c  l e v e l  of  r e s p o n s i b i l i t y  of  t h e  p o s i t i o n .  

QUALIFICATIONS: 

1. Academic c r e d e n t i a l s  and e x p e r i e n c e  s u i t a b l e  t o  f u l f i l l  t h e  d u t i e s  and 

r e s p o n s i b i l i t i e s  of t h e  p o s i t i o n ,  m a s t e r ' s  degree  r e q u i r e d .  A d d i t i o n a l  

g r a d u a t e  work p r e f e r r e d .  

2. Demonstrated a b i l i t y  t o  communicate o r a l l y  and i n  w r i t i n g  i n  a manner 

t h a t  produces  d e s i r e d  r e s u l t s  and l e a v e s  t h e  r e c i p i e n t  w i t h  t h e  im- 

p r e s s i o n  t h a t  we a r e  a  p r o f e s s i o n a l  o p e r a t i o n  w i t h  c o n c e r n  f o r  i n d i v i d u a l s .  

3.  A b i l i t y  and d e s i r e  t o  remain a b r e a s t  of changing n e e d s  o f  and f o r  p u b l i c  

g r a d u a t e  e d u c a t i o n  i n  t h e  s t a t e  and r e g i o n .  

4 .  An a p p r e c i a t i o n  of  t h e  need f o r  m a i n t a i n i n g  b o t h  academic  s t a n d a r d s  and 

f a c i l i t a t i v e  p r o c e s s e s  t h a t  meet t h e  needs  of f u l l  and p a r t - t i m e ,  a d u l t  

g r a d u a t e  s t u d e n t s .  

5. Knowledge of  e x i s t i n g  p o l i c i e s ,  p rocedures  and p r a c t i c e s  f o r  a c c o m p l i s h i n g  

3 t a s k s  and t h e  a n a l y t i c a l  s k i l l s  and a d m i n i s t r a t i v e  i n i t i a t i v e  t o  p r o p o s e  

changes  when n e c e s s a r y .  
- 6. F a m i l i a r i t y  w i t h  d a t a  p r o c e s s i n g  o p e r a t i o n s  and w i l l i n g n e s s  t o  l e a r n  t o  

a p p l y  o n - l i n e  r e g i s t r a t i o n  and r e c o r d s  sys tem f o r  t h e  improvement of  

g r a d u a t e  e d u c a t i o n  r e c o r d s ,  r e g i s t r a t i o n  and communications.  

7 .  A b i l i t y  t o  c o u n s e l  and a d v i s e  g r a d u a t e  s t u d e n t s  and f o l l o w  t h r o u g h  

a p p r o p r i a t e  d e p a r t m e n t s  and u n i t s  t o  f a c i l i t a t e  s t u d e n t ' s  p r o g r e s s  i n  

t h e i r  programs o r  i n  t h e i r  c o u r s e s .  

ADMINISTRATIVE FACULTY: 

IMMEDIATE SUPERVISOR: 

DEAN OF PERSONNEL ADMINISTRATION: 



S E O A F / A F S C W E  P O S I I I O I  A C T I O R  R E O U E S I  
I 

I p F O R U  A I D  P R O C E D U R E S  

Q s i t i o n  T i t l e  a,,%+&, s G ps.J-.c+e Lnri  Gn-+.,qc,nc., BdcA+-J.,t2n @pa--+ ,crl% Adrn-VT: 
'date /,o!~j . 

DPA c r e a t e s  and p resen ts  package t o  Chapter l e v e l  SUOAF/AFSCME designee f o r  review. 
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 . f - I ,  
I 

D A T E  PRESENTED 10 CAMPUS SUOAF REPRESENT~TIV 

SUOAF/AFSCME CAttPUS REVIEW AND RECOMMENDATION BY 
I ~ DATE OF SUOAF CMPUS REVIEW 

1 THE ABOVE-MtNTI1IED PACKAGE HAS BEEN FORWARDED T O  THE LOCAL UNION BY THE CAMPUS DPA. 

LEVEL 2, Rot  t o  exceed 1 0  w o r k i n g  days a f t e r  r e c e i p t  Statewide SuOAF/AFSCME rev iew occurs d u r i n g  t h i s  
i n t e r v a l ,  Fur ther  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 approval  
SUOAF s h a l l  r e t ~ r n  a l l  m a t e r i a l s  t o  t h e  

SUOAF/AFSCME LOCAL PRESIDENT OR DESIGNE 

DISPOSITION A T  SOOAF LOCAL LEVEL: (9 approve p r o p s e d  rank and s a l a r y  
Comments o r  Recoannendations: 

-" .,J 

( )d isapprove proposed rank  and s a l a r y  

VEL 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  L o c a l  OPA b r i n g s  paperwork t o  s t a t e w i d e  DPAfs meet ing 
o r  review. I f  no f u r t 3 e r  i s s u e s  a r i s e ,  t h e  document i s  s ianed  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 i i d e n t  f o r  ~ e r s b n n e l  a l s o  p r o v i d e s - a  s igned  copy t o  t h e  SUOAFlAFSCME 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 r e  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 appropr ia te  phone c o n s u l t a t i o n .  

DATE CONSIDERED BY DPAfs COUNCIL I 2 1 13- \ f 
I 1 

DIS OSITION A T  COUNCIL LEVEL: 
A p p r o v e  submission t o  PERC ( )d isapprove submiss ion t o  PERC 
Comments o r  Recawnendations: 

I , 

VICE PRESIDENT FOR PERSONNEL , DATE , , / / f , / f ?  
I 

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  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  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  SUOAF/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 T  K R C  LEVEL: 

I D A T E  I @I OF BOARD AWIOVAL 

OVER FOR APPLICABLE POSlTIOW DESCRIPTION 

-- - - - - 


