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RESOLVED,

CENTRAL CONNECTICUT STATE UNIVERSITY

July 21, 1989

That the position of Secretary II at Central Connecticut
State University be reclassified to Assistant to the
Executive Dean for Institutional Advancement/Administrator
III, effective July 21, 1989, in accordance with all
provisions and expectations as set forth in the proposal
dated June 28, 1989, which is attached as an addendum to this
resolution.
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ADDENDUM TO BR#89-l39

CSU-2

•
CgNNE8TICUT STATE UNIVERSITY
P SITI N ACTION REQUEST FORM

SUBMITTED 28 June 1989

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

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

DATE 21 July 1989
EFFECTIVE

Asst. to Exec. Dean, Inst. Adv.,ADM 3
(CLASS CODE) (PROPOSED) (CLASS CODE)

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

POSITION
TITLE: Secretary 2

(CURRENT)

POSITION
NUMBER 2481

CURRENT PROPOSED
SALARY $22,438 SALARY $ 30,613 FUND Gen

BARGAINING
UNIT C1er AdFac

FROM TO

EXPLAIN THE NATURE OF THE PROPOSAL:

To convert a currently vacant clerical position, Secretary 2, into a
~.fessional position, Assistant to the Executive Dean for Institutional
~ancement, Administrator 3.

JUSTIFICATION:

l/2y/gel
DATE

$8,175
COST OR (SAVINGS)

An increasingly heavy burden of activities, events, programs and development
efforts have devolved upon the Executive Dean for Institutional Advancement.
In addition, Central is about to launch a $10 million capital campaign. The
Executive Dean for Institutional Advancement needs another professional to
assist in coordinating and planning the various public awareness and fund
raising events that issue from his office. The CCSU Foundation will
contribute 10% of the incumbents salary to the General Fund to cover the value
of services rendered in support of its fund raising.

~'~
UNIVERSITY)

ATTACH OLD AND NEW STAFFING CHART, ( )
JOB DESCRIPTION, AND (X)
SUOAF SIGN OFF FORM IF REQUIRED ( ')

MISCELLANEOUS COMMENTS:
7/88

•



• CENTRAL CONNECTICUT STATE UNIVERSITY

POSITION DESCRIPTION

POSITION TITLE: Assistant to the Executive Dean
for Institutional Advancement

POSITION RANK: Administrator III

DEPARTMENT: Office of Institutional Advan~ement

SUPERVISOR'S TITLE: Executive Dean for Institutional Advancement

POSITION SUMMA-RY

Assists the Executive Dean for Institutional Advancement with
budgeting, planning, developing, and executing activities, events, and
programs which promote the advancement efforts of the University.

POSITION RESPONSIBILITIES

Assists in the planning and development of enhancement programming and
promotional activities for the University.

esists the Executive Dean for Institutional Advancement in the
administration of enrichment programs and events which involve the
interaction of the university, its various constituencies, and members
of the surrounding community.

Coordinates, plans and executes university-wide events involving the
Office of the President while serving as the Executive Dean's staff
liason to the Office of the President. /

Assists in the coordination of short and long-term plans for
activities J events, and programs supported by the Office of
Institutional Advancement.

Serves as the Executive Dean's primary staff aide and liason to various
University offices.

Performs other duties and responsibilities related to those enumerated
above which do not alter the basic level of responsibility of the
position.

POSITION QUALIFICATIONS

Bachelor's degree; excellent oral and written communication and
organizational skills; special projects coordination~development,or
Dublic relations experience; and demonstrated ability to work

"'ffectively with all levels of an organization and its constitutients
~equired. Experience in a higher education setting preferred.

L J,~k\ I 'H::} \
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'.
CONNECTICUT STATE UNIVERSITY
POSITION ACTION REQUEST FORM

SUBMITTED 19 June 1989

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

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

DATE
EFFECTIVE 29 June 1989

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

TITLE: Administrative Assistant Asst. to Exec. Dean, Inst. Adv.,ADM 3
(CURRENT) (CLASS CODE) (PROPOSED) (CLASS CODE)

POSITION
NUMBER 2584

CURRENT
SALARY $24,959

PROPOSED
SALARY $~ FUND EXT

BARGAINING
UNIT Cler AdFac

FROM TO

~XPLAIN THE NATURE OF THE PROPOSAL:

:0 convert a currently vacant clerical position, Administrative Assistant,
-. ~f&•• io•• l position, Assistant to the Executive Dean for
: itutt:nal Advancement,~trator 3. ' .

a--a.~~~tW<- t~ ~ 4.M..J... ~hUAl,I-
TUSTIF ICATION:

:entral is about to launch a $10 million capital campaign. The chief
ievelopment officer needs another professional to assist in coordinating and
)lanning the various fund raising and public awareness events that issue from
lis office if that campaign is to have any hope of success

;5,654
;OS'1' OR (SAVINGS)

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

1ISCELLANEOUS COMMENTS:
188

•

SIGNED (UNIVERSITY) DATE



CENTRAL CONNECTICUT STATE UNIVERSITY

POSITION DESCRIPTION

•

Position Title: Assistant to the Executive Dean for Institutional
\ Advancement~~~

Rank: Administr~or 3 .

Department: Insti~utional Advancement

Supervisor's Title: ,Executive Dean for Institutional Advancement
\

POSITION SUMMARY

Assists Executive Dean fdr Institutional Advancement in coordination and
oversight of the developme~t, planning and execution of activities, events
and programs which promote the advancement efforts of the University.

POSITION RESPONSIBILITIES

Plans and coordinates major public lecture programs.

'

oordi,nates, plans and oversees Presidential events as the Executive Dean's
aison to the Office of the presldent.

\

Develops and oversees new programs\for the Office of Institutional
Advancement. \

'.

\
Organizes and conducts short and long~term planning of activities, events
and programs for the Office of Institutional Advancement ..
Serves as Executive Dean's primary staff\aide and liaison to all other
University offices.

Performs other duties and responsibilities related to those enumerated
above which do not alter the basic level of responsibility of the position.

QUALIFICATIONS pJ- {IP~. \\ .....L ..,
A ~ \ ,', ",~~Bachelor's degree, ex ellen t ora 1 ,iPPl'd written cOlllmunication sl'tillf!lo., (de~ I J..i

organizational skills ~ .Demonstrat'ed ability to. work effectively vd.tth sit
levels of an organization and its constituencies ~~quired, Special
projects coordination, development, or public relations ina higher
education setting FC1IJIii~a-,-e-preferred. \\

19 June 1989 \\

\~
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DRAFT

Position Title:

Pos i tl on Rank

Department:

Ii s sis tan t tot he Exe c II t i ve De an In~
~~~~
Administrator III

Office of Institutional Advancement
and University Affairs.? {Dt.l'.Jtldn1«U

POSITION RESPONSIBILITIES

Supervisorts Title: Executive Dean for Institutional Advancement

and University Affairs?POSITION SUMfiARY '~ .. '..J- •
r::.AS~~ EX~4ta4J.t., ~ ,UL--

~~ e '/ i ae!i a dill; n-t.....~Ht:-1f'l'"-drt+t +i-¥,.-f'e....-;aT'5~SlT4-i 4S~t....afoFFll-te..,~~"""1fd TTlil1d-c:s:lti'iJpnipnrrort for· the e: f:'~
....... Institutional Advancement and University Affairs;n ep@i~

bud get i n g, p 1 a n11 i n9It, and e~'-A-O f
activities, events, and program which promote tle advancement
efforts of the lIni versi ty. ~ .' ~-+'

, 0 ~tel"""O

Bachelor's degree; special projects coordination, development, or
public relations experience in a higher education setting;
ex c ell en tor a 1 all d \1 r itt en C 0 IIlflll! 1\ i C (I t. ion (111 d 0 r q a 11 i z at ion a 1
s ~ ill c; ; and' d e III OilS t r il ted a h i J j '.' I: , .'! ,) r : ,., f f f' C ~ i \' ely \" i t hal 1
1eve 1 s 0 fan 0 r g ani z a t i 011 all;1 ito:; ,- '1 I) .:; t- i t '/ tie n t s r e CJ II ired •

~ ~~uU ,uLA1d.., -n~
~~'ML. ~ 'fA­
~d.-~~ ,

Ass i s t sin the p 1 ann i n 9 and de vel 0 pm en t 0 f -f a II tJ F 8 i sill 9 ai~
enhancemen~t~~i~;':";'~lup~;,rsjty.. I ltd -; ... i_e '4~ ,n>rr"n.AA.,
R-e~,..e"t. the ;ff;;"S==~.~~~ExecutiveDean~
Institutional Advancement andl~~kHY:J::::~ io the .~ .
ad 1111 n 1 s t rat Ion 0 f ~r t d fl A I I II t pro 9 r a In sand. •
events which involve the ~Ateractjon of 'QnieF ~Aivergity~/jt;

o~~a~s~~lDp~C~~j~~t~. Q

c~' 0/~it e , p] a ns~nd e/ e c u s U,~iv e r it Y.- ide v en tin 01 v . n 9
t ~' 0 f c 0 f h e e s i ,,d e 1 t \'11 i 1 s er i n 9 s thE x e I tie n
s /a f 1 s t {)ef i c of 1e esit. .
As~ ~ t-L,c~1:tJ~

(He:galiizes ilillQ r;;YJlQg4ib5 bll@ short and long-term ~I aii1i'1iig of
activities, events, and programs ~Office of Institutiohal
Advancement and University Affairs. ~n1i~~

Se r ve s as the Ex ecut i ve De an's p r i mar y s.t a ff aid e and 1 i as 0 p 1o~
zrL,~ i Un i v e r sit Y 0 f f ice s. ~Jt*ri,~'" ,IAt~11t4l' 'tA.L fJAuu,I.'-r&VJ -Uf) . "

Performs other duties oilS iHsigRed fer tli~ a~nefit ef the Offiee of
IIHtitHtignal Advancement and Uni"ersit:)' Affa.-lFS aRd the.. .
lJ4.4-v erg i t jl. a..-uLA.u~ #14 LeL h M"~ ~4CkL a-bP'lX,.~
,.. ,v...p~~ Pk pa sdu'>1. II

POSITION QUAlIF1cKTIONS

·) 1 ~ (t t'l
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