BR#89-139

Connecticut
State
‘ U n|ver5|ty P.O. Box 2008, New Britain, Connecticut 06050
entral = Eastern Southern = Western (203) 827-7700

Office of the President

RESOLUTION
concerning

RECLASSIFICATION OF POSITION

SECRETARY II
to
ASSISTANT TO THE EXECUTIVE DEAN FOR INSTITUTIONAL ADVANCEMENT/
ADMINISTRATOR III

at

CENTRAL CONNECTICUT STATE UNIVERSITY
July 21, 1989

RESOLVED, That the position of Secretary II at Central Connecticut
State University be reclassified to Assistant to the
Executive Dean for Institutional Advancement/Administrator
111, 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#89-139
Csu-2

RUNSET ST SRR NAFES Y

SUBMITTED 28 June 1989

BY: CSU [ ]
CCSU [X] SCSU [ ]
ECSU [ ] WCSU
POSITION DATE 21 July 1989

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

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

POSITION
TITLE: Secretary 2 Asst. to Exec. Dean, Inst. Adv.,ADM 3
(CURRENT) (CLASS CODE) (PROPOSED) (CLASS CODE)
POSITION CURRENT PROPOSED BARGAINING
NUMBER 2481 SALARY $22,438 SALARY $ 30,613 FUND Gen UNIT glg;__égﬁgg
FROM T

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:

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.

$8,175 Q,( J M’\‘W(’WL ("/VZY/X“"

COST OR (SAVINGS) SIGNEp (UNIVERSITY) DATE

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

MISCELLANEOUS COMMENTS:
7/88
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i . CENTRAL CONNECTICUT STATE UNIVERSITY
POSITION DESCRIPTION

POSITION TITLE: Assistant to the Executive Dean

for Institutional Advancement
POSITION RANK: Administrator 111
DEPARTMENT : Office of Institutional Advancement

SUPERVISOR'S TITLE: Executive Dean for Institutional Advéncement

POSITION SUMMARY

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.

‘sists 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
1iason to the O0ffice of the President.

Assists in the coordination of short and long-term plans for
activities, 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

public 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.
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‘E_VEL_], Da'LQ Campus DPA croates and presents package to Chapter level SUOM/.MSCH[ dosignee for review.

Attachmenls shall fncludo the following Items where applicable: 1) & copy of thls shoot, 2) nov and
former posltian doscriptions, 3) salary, rank, end rationale for FERC 8nd tho Board, and &) any additionnl
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INITIATING PRESIDENT OR DESIGHEE
DATE PRESENTED T0 CAHPUS SUOAF REPRESENTATIVE Y I A e
SUOAF/AFSCHE CAMPUS REVIEW AND RECOMHENDATION By <;?itlg s 2N (152171(;£;<‘
. + 0

DATE OF SUOAF CAMPUS REVIEW 7/12/ g9
WE ABOVE-MENTIONED TACKAGE WAS BECH FORWARDED 10 TNE LOCAL UNION By THE CAIPUS DPA. e

p)

LEVEL 2, Mot to excood 10 vorking days dlter recalpt  Statewide SUOAT/ATSCME roviow occurs during this

Interval. 'ﬁlrlhér—nugo“atlon may occur at thls lavel prior to final Unjon approval. Upon such spproval
SUOAF shall return al] matorlals to the Inltistlng Unlversity DPA or his designoo.

SUOAF/AFSCHE LOCAL PRESIDENT OR DESIGNEE . it I bate i /oy
DISPOSITION AT SUOAF LOCAL LEvEl; e SR

( )EL’E[Q!E proposed rank and salary ( )gjzgggrove propossd rank and salary
Comments or Rocommendatlons:

/’ [ \.) ot "/
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_l{!gl‘.b_’ﬁgug'ﬂgg_nd_1(_)_!grklngjgﬁ_ﬂjg[_ggﬂgl Local DPA brings paperwork to statewlds DPA's mesting
for review. If no furthar lssugs arlso, ths document s stgned by end remains with the Vice Prosident for
Personnel. 1he Vice Prestdent lor Personnel slso provides a signed copy to the SUDAT/AFSCHME Local Presi-
dont. If slgnlficant changos are required, documents are returngd st Level 1. Minor changos may be ef-

fected by appropriato phono consultation.
DATE CONSIDERED BY DPA's COUNCIL

DISPOSITION AT COUNCIL LEVEL:
( )ggp_rgggsubmlsslon to PERC ( )ﬂiﬁﬂﬂiﬂﬂ submission to PERC
sommenls or Rocommendations:

R S Yy

/ICE PRESIDENT FoR PERSONNEL o SER 1) | S e

EYEL b Vice Presidont for Poersonnel submits peckege o PERC st 1ts noxt schodulod mooting. Upon PERC
ction 1t 1s the responsibflfty of the Ceampus DPA to Iniurm the campus and local SUOAF/AFSCHE representa-
fvo and appropriate managoment offlclals of PERC disposition. !

ISPOSITION AT PERC LEVEL:

)approyéd ( )disapproved
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‘ SUBMITTED 19 June 1989

BY: CSU [ ]
CCSU [X] SCSU [ )
ECSU [ ] WCSU
POSITION DATE

ACTION: ESTABLISH ( ) RECLASSIFY (X) OTHER ( ) EFFECTIVE 29 June 1989

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

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

POSITION CURRENT PROPOSED BARGAINING

NUMBER 2584 SALARY $24,959 SALARY $FUND EXT UNIT Cler AdFac
) FROM TO
( - 0

:XPLAIN THE NATURE OF THE PROPOSAL: Ukrwﬁbﬁ’vﬁﬁ;x?4

o convert a currently vacant clerical position, Administrative Assistant,

. fessiona] position, Assistant to the Executive Dean for

) itut?‘onal Advancement,\%tor 3. -

JUSTIFICATION: ‘

-entral is about to launch a $10 million capital campaign. The chief
levelopment officer needs another professiondl to assist in coordinating and
>lanning the various fund raising and public awareness events that issue from
1is office if that campaign is to have any hope of success :

35,654
JOST OR (SAVINGS) SIGNED (UNIVERSITY) DATE

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

IISCELLANEOUS COMMENTS :
/88




CENTRAL CONNECTICUT STATE UNIVERSITY

' POSITION DESCRIPTION

Position Title: Assistant to the Executive Dean for Institutional

Advancement awd Duvlop rmend—

Rank: Administrator 3
Department: Institutional Advancement

Superviéor's Title: Executive Dean for Institutional Advancement

\,
\«

POSITION SUMMARY

Assists Executive Dean for Institutional Advancement in coo;d@n§tion and
oversight of the development, planning and execution of aCt1Y1tleS, events
and programs which promote the advancement efforts of the University.

POSITION RESPONSIBILITIES

Plans and coordinates major puBlic lecture programs.
oordinates, plans and oversees P:esidential events as the Executive Dean’s
aison to the Office of the president.

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

.‘\\ . » . .
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 tpose enumerateq _
above which do not alter the basic level of responsibility of the position.

QUALIFICATIONS M -
| ABachelor's degree, excellent oral,emwd written communication sieitbe., @eﬁsﬁ-l py
| organizational skills/aud Bemonstrated ability téxwork effectlver Vsl —eed=t
levels of an organization and its constituencies rgquireq, Sp§c1al
projects coordination, development, or public relations in a higher

education setting,:sﬁ?zz;yiié“preferred. \\
AY
\

19 June 1989 \
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v ' CENTRAL COMHECTICUT STATE UNIVERSITY

POSITION DESCRIPTION
DRAFT

Position Title: Assistant to the Executive Dean \Lmd&dﬂzou/
¥vsnctnusn) Ak Duwdsprucw st ﬁn.

Position Rank : Administrator 111

Department : Office of Institutional Advancement

and University Affairs 7 /(D

Supervisor's Title: Executive Dean for Institutional Advancement
and University Affairs 2/}

POSITION SUMMARY .
AssuloHhe Exgeulive Deae for
gg;svéées ardttn-i-s-trati-ve asséstarbc anmd- support
Institutional Advancement and Un iversity Affairs

budgeting, plannlng t, and e A-0f
activities, events, and programf which promote the advancement
efforts of the Unlver51ty dcucbqukﬁ

cuuuéuaa
POSITION RESPONSIBILITIES

Assists in the planning and development of -fori=rairsinrg—gmdt
enhancement, activities for the University., -
. | LW proq ) Gl fonbmpssony  promotimel
the Represemnt-s—the—Officu—gf the:ﬁzsséds;::::pExecutlve Deaﬁ_igﬁzazzzzz;ﬁ\
Institutional Advancement and UnLyerdﬁ?k Affairs in the ——
administration of sdgpt——mnd lood<Fforo ef-p-hehment programs and

events which involve the Fﬂt&LﬁLLinn_ai_ssa4e+—ﬁﬂ+¥@#§4¢ am*abuuf? yr s
off+edals with various ca
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activities, events;and programs the Office of Inst1tut10nal
Advancement and University Affairs, nqppuaid _

Serves as the Executive Dean's primary staff aide and liason to .
e P $appeer;

m University offices. ﬂujvg’sﬂan ielidey e Flrocdentd

‘? ffieeeof
ffairs—and the
mtraled  abope Jhied

Performs other duties
lnstitutional Advancement and Univepsi

Uad-versity— a«d_A;Z?huubddia Nelaled £>13
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QUALIFIC r

POSITION TIONS

Bachelor's degree; special projects coordination, development, or

public relations experience in a higher education setting;
excellent oral and written communication and organizational
sills; and demonstrated abili*v ‘o war: affectivelv with all

levels of an organization and its ranstitgtients required,
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