
Office of the President

BRf189-64

P.O. Box 2008, New Britain, Connecticut 06050
(203) 827-7700

RESOLUTION

concerning

RECLASSIFICATION OF POSITION

PLANT AND FACILITIES ENGINEER II
to

EXECUTIVE ASSISTANT TO THE PRESIDENT

at

CENTRAL CONNECTICUT STATE UNIVERSITY

April 7, 1989

RESOLVED,

•

•

That the position of Plant and Facilities Engineer II at
Central Connecticut State University be reclassified to
Executive Assistant to the President, effective April 7, 1989,
in accordance with all provisions and expectations as set
forth in the proposal dated December 5, 1988, which is
attached as an addendum to this resolution.

A Certified True Copy:

J• .... !J/Jh ...'!UtiDa~ K. Be~
President

An Equal
Opportunity

Employer



CSU-2

•
Addendum to BRIA89~64

CONNECTICUT STATE UNIVERSITY
POSITION ACTION REQUEST FORM

SUBMITTED 12-5-88

BY: CSU [ ]
CCSU [X] SCSU [ ]
ECSU [ ] WCSU

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

DATE
EFFECTIVE 4~7-89

, ~ATURE OF POSITION: PERMANENT [Xl FULL-TIME [X] TEMPORARY [ ] PART-TIME [ ]

POSITION
TITLE: Plant & Facilities Engr. 2 Executive Assistant to the President

(CURRENT) (CLASS CODE) (PROPOSED) (CLASS CODE)

:::':)SITION
','_-MBER 255

l
EXPLAIN THE

CURRENT PROPOSED
SALARY $50,000 SALARY $65,000

NATURE OF THE PROPOSAL:

FUND GEN
BARGAINING
UNIT ClMgt UCConf

FROM TO

To reclassify the currently vacant position of Plant & Facilities Engineer 2
·~o that of Executive Assistant to the President .

• TIFICATION:

The modern university president requires a high level, full-time executive
assistant just to keep tack of and follow up on the multitudinous activities
he is required to be engaged in. Currently, this function is being
performed by a faculty member on three-quarters reassigned time and special
summer and intersession load.

Whether the present Special Assistant goes back to the faculty or gains this
new position, the net impact on the combined General and Extension Fund
salary expenditures of the university will be nil.

$ -0-
COST OR (SAVINGS)

~7'TACH OLD AND NEW STAFFING CHART,
~OB DESCRIPTION, AND
SUOAF SIGN OFF FORM IF REQUIRED

MISCELLANEOUS COMMENTS:
71gB•

(X)
(X)
( )

/·/7 .
DATE



• CENTRAL CONNECTiCUT STATE UNIVERSITY

POSITION DESCRIPTION

Position Title: Executive Assistant to the President

Department: Office of the President

Supervisor's Title: President

POSITION SUMMARY

Assists the President in carrying out his duties.

POSITION RESPONSIBILITIES

Acts as administrative head of the President's office staff.

Previews problems and prepares options for the President's consideration.

Investigates policy concerns and recommends policy as assigned.

Prepares correspondence for signature of President.

4Itneals with routine administrative matters on behalf of President.

Receives visitors on behalf of President as assigned.

Performs other duties as assigned.

QUALIFICATIONS

Master's degree, excellent writing skill, extraordinary energy and stamina
and ten years' college or university teaching and/or administrative
experience required. Ph.D. and both university teaching and administrative
experience preferred.

30 May, 1988

•



..
,.. PLAl\l FACILITES :::rCn:E:::R 2

'.;ssteHster treatment

As chief pnysical plant enployee at a major State facillty,*
the total physical plant including
(a) all o~erational maintenance, repairs and alterations
(b) plant utilities including heating, power zen~ration Dnd
(c) co~plete grounds and equipment ~aintenance

t-:c 27
Effect i ve Date

f1l~Y 20 1SEG
is in complete char~e of

SUPER'IISIOl\ ~::;C:::IV:C:D:

'.':orks under the supervision of the facility head, administrative officer or other desig-

nated official.

SUP::£l.'lIS I O~ ~:;:::J.ClS:::D:
Supervises e~pioyees in each of t~e follo~in, cate~ories: Levels~ A,S,C, and subordinate

classes in Le'Jel Of<.

~XA}rPES OF DlIT12S:
At a ~ajor State facility, functions in an administrative/supervisorycapacity ~ith broad ,
responsibility for complex technical plant engineering proble.~s. Hajor e.~phasis of tlle
~ork Is On directing and coordinating the functions of building ~aintenance and d~stribut-

"g man~oHer and material resources to provi~e for preventive, operational and e.':'Iergency

~nt ma~ntenance.

__ Respo.nsibilities of the position include:
Directs and coordinates ~aintenance shops on multi-trade projects; develops and maintains
large-scale preventive maintenance programs; ~lrites specifications and drn'·Ts plans for
minor capit.:ll i~prov(!11lent projects; develops ~pecificadl)ns for a.nd requisiti?ns main-

t~nance ~quipment and sup~lies: maintains cost and estimate r~cords; prepares budg~t

and monitors us~ of allocat2d funds; serve5 as liaison betw~en th~ a~ency.and th~ Bureau
of Public '.lorks - Departr.1ent of A6ninifitrativ'.! Service!; on~ajor capital projects; may
serve as saf~ty officer, OSi1A compliar.:.e officer, ener;y coordinator and/or fire officer
in accordance t-;ith agency needs; r.1ay develop and administer security programs including
training of security personnel; may ad:ninister hou!;ekeel'in~ operations: does relat~d

duties as required.

iH):I:·nr.·1 QUALIFlC..\T!C'irS R:::QUIR~D

K?·:WLI':DG3, SK ILL ,\;;0 Ali lLI1Y:
Thorough kno\llt!d~e of th~ ;:]I!thods, materials and equipment used in the I:laintenance, oper­
ation and repair of buildings and all utilities services and equip~ent; som~ kno,"le1~e of
materials and ~et~ods of buildin~ construction; ability to read and interpret blueprints
and specifications; ability to plan, supervis~ and insl'~ct building repair and maintenance
work; knowledge of preventive maintenance techniques; ability to~aint3in operating records,
rnake analyses of operatin:; costs and ~ake reports: 3bility to coordinate ':ork assignm~nts;

ability to train and supervi~e subordinates; nd;:]inistr~tive ability •

•
:::n:.:yc;:: :\~:D TP..\INIPC

_:_~!.!"_~_)__~:':!'~':~~_'!:'~: F.lv.1;t ('3) Y'!an' t'!chnlcnl ...nployr.1C!nt in the !!!.:l.!.~~_~':'!l_~Cl!_~...,j__ .-!'.:..!'_,!_ir
(,r ll\r~'t "lJ/I'llll:·.~ /111,1 IJttttl:' tlf!rv/r.r15.

-!r See addendt.n


