
INTERNAL BUDGETING & CHRO COMPLIANCE SPECIALIST/ADMINISTRATOR II
to

ASSISTANT DIRECTOR OF FISCAL AFFAIRS/ADMINISTRATOR III

at

An Equal
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Employer

BR1I90-83

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

RESOLUTION

concerning

J
~AL
President

A Certified True Copy:

June 15, 1990

RECLASSIFICATION OF POSITION

EASTERN CONNECTICUT STATE UNIVERSITY

That the position of Internal Budgeting & CHRO Compliance
Specialist/Administrator II at Eastern Connecticut State
University be reclassified to Assistant Director of Fiscal
Affairs/Administrator III effective June 15, 1990, in
accordance with all provisions and expectations as set forth
in the proposal dated January 19, 1990, which is attached as
an addendum to this resolution.

RESOLVED,

Office of the President

o Connecticut
State
University

.tral • Eastern • Southern • Western

•

•



NATURE OF THE POSITION: PERMANENT (X) FULL-TIME (X) TEMPORARY ( ) PART-TIME ( )

To upgrade the position, Internal Budgeting and CHRO COmpliance Specialist (Adm.2)
to Assistant Director of Fiscal Affairs (Adm.3) •

•JUSTIFICATION:

SUOAF

TO

7918
CLASS CODE

BY:. CSU ( )
CCSU ( ) SCSU { ]
ECSU {X] VVCSU ( )

SUBMITIED 1/19/90

ADDENDUM TO BR#90-83

BARGAINING
UNIT SUOAF

fROM

DATE
EFFECTIVE 6/15/90

Assistant Director of
Fiscal Affairs/Ad. 3

PROPOSED

~'~(i% P~~"''.I~'h'\.!oo- cA#-C/t~~(t1~O~_
SIGNED (UNIVERSITY) DATE

RECLASSIFY ( X) OTHER ()

CONNECTICUT STATE UNIVERSITY

POSITION ACTION REQUEST FORM

ESTABLlSH ( )

CURRENT 1155.48 PROPOSED 1271.04
SALARY $(30, 158.00)5AlARY $(33, 174.00>:UND Ext.

CSU - 2

This position has expanded greatly in the past six lOOnths to the {X>int where it
encompasses all of the Fiscal Affairs area. Increasing internal and external
budget requirements along with various compliance regulations make this up
grading necessary. A salary increase is requested commensurate with the
increase in duties.

POSITION
ACTION:

POSITION Internal Budgeting & CHRO
TITLE: Compliance Spec./Ad. 2 7917

CURRENT CLASS CODE

POSITION
NUMBER 9051

EXPLAIN THE NATURE OF THE PROPOSAL:

•

COST OR SAVINGS

$
3,016.00

ATTACH OLD AND NEW STAFFING CHART, (Xl
JOB DESCRIPTION, AND (Xl

I AF SIGN OFF FORM IF REQUIRED (Xl

5CELLANEOUS COMMENTS:
7/88



OVER rOR APPLICABLE POSITION DESCRIPTION

DATE CONSIDERED IV D'Ats COUNCIl- ~\?i~~1()~~---r()~~~~\r-.\~\~j--0-------() I~

• RETURNED TO lOCAl DPA:...- _

LEVEL" lot to liceed 10 workl., d'y! aft., rlClipt Local DPA brings paperwork to .tattvid. DPAts .eeting
for rtvitv. If no furthtr issuts aris., tht docua.nt is signed by Ind r••ains vith the Vic. President for
Ptrsonnel. The Vice 'resid.nt for Personnel I1so provides I signed copy to the SUOAr/AfSCME local Presi
dent. If significlnt chlnges Ire rtquired, docu.ents are returned at level 1. Minor, chngts .ay be ef
fected by Ippropriate phone consultltion.

DATE :;-/ 50 !Q 0
i

REQUEST

AI' 'IOCEoaIES

'OSITIOI ACTIOI
,rOIM

( )disapprove submission to PERC

SIOAf/AfSCME

VICE PfESIOElT FOI PEISOWNEL.ad (J/;J(~

LUU Z, lot to liCIt. 10 vorUI, d,y••ftlr roc.lpt Statevid. SUOAr/ArsCME rni.v-occurs daring this
lnt.r,al. furth.r a.goti,tion .11 occur at this 1.,.1 prior to final Union Ippro,al. Upon such appro'li
SUOAr .hall r.turn all .at.rl,ls to the inItiating Unl,.rs 0 Aor his d.sign.t. ~ .

SUOAr/AfS.CM[ lOC.Il'I£SIDElT 01 mIGlEE ';;f. .t.. +
DISP~ION AT SUOAf LOCAL LEVEL:
(~Ippro't propos.d rank Ind .lllr1 ( )dislpprove propos.d rank and sl1lr1
Co..ents or Reco...ndations~

Podtion Utl, Assistant Director of Fiscal Affairs,

.pus Eastern Connecticut State University Dltt,_~2J..1..l.;15-:.J.1:..;;9:,:;;O:..- _

LEVEL 1, 'ay 0 Ca.pas DPA cr.at•• Ind pr.s.nt. packag. to Chapt.r 1.,,1 SUOAr/ArSCME d.sign•• for r.,i.v.
Attach••nts IhaU iaclud. the folloving itns vh.re appHcabl.: 1) a copy of thh .hllt. 2) n.v and

for••r position d.scriptions.') .Illry, rink, Ind rltionll. for PERC Ind h. laird, Ind 4) Iny additionll
infor.ltion r.quir.d.

INITIATING PaUIDEIIT 01 DESIGIEE ... Michael Pernal Executive Deaiv

DATE 'I£SEITED TO CAMPUS SUOAr IE'IESEITATIVE~~2~/.l15~/~9~O ____

SUOArJAFSCME CAMPUS IEVIEW AID IECCMU: DATtOI IY, _

DATE Of SUOAr CAMPUS REVI[W~ ~~~~~b~~-=l)~-----------------------------------------------------
THE AIOVE-M£NTIOIED 'ACIAGERAS lEE fORWAIDED TO THE lOCAL UIIOI IV THE CAMPUS DPA.

illi.

'OSITION AT COUNCIL LEVEL:
. )appro,. lub.ission to PERC
o ents or aeco..endations:

LEVEL 4 Ylce President for Personnel sub.its plcklgeto PERC It its n.xt scheduled ...ting. Upon PERC
Iction it is tht responsibility of tht CI.pUS DPA to infor. the ca.pus Ind Local SUOAf/AfSCME representa
ti,e and approprilte .Inlge..nt officills of PERC disposition.
DISPOSITION AT PERC LEVEL:

( )approvtd ( )dislpproved
OATE __

DIOf BOARD APPROVAL~ ___

DA or BOARD DISAPPROVAL'----------------------



EASTERN CONNECTIaIT STATE UNIVERSITY
294

ADMINISTRATIVE RANK: 3

POSITION DESCRIPTION

Mary Calarese

ASSISTANT DIRECTOR OF FISCAL AFFAIRS

Reviews departmental requisitions and contracts for conformance
to budget plan and assists in the coding of such.

Participates in the establishment and maintenance of an ongoing
budget monitoring and reporting system for all funding sources.

Serves as a resource person for budget authorities including training
and advising and answering specific questions, and as a resource
person to senior management to assist in developing budget
allocations.

participates with Fiscal Affairs personnel in the display of interim
and final financial results for internal and external use, including
specific components for which the incumbent may have complete
responsibility.

10. Coordinates the Small Business Set-Aside Program.

3. Reviews completed forms for thoroughness and accuracy (seeking
clarification and corrections, if necessary) and prepares a summary.

2. participates in the design and distribution of budget request forms
to departmental budget authorities and advises on the completion of
such.

8. Assists in compiling data and completing forms and surveys as
required by external agencies such as DRE and OPM.

Under the supervision of the Director of Fiscal Affairs, the incumbent
supervises the Office of Fiscal Affairs in the absence of the Director
and/or Associate Director, participates in the coordination of the
University internal budgeting process and coordinates CHRO contract
compliance and the Small Business Set-Aside Program. The incumbent also
participates in the preparation and reporting of budget data to external
agencies. Position responsibilities include:

TITLE:

9. Insures that tha University complies with CHRO policies and
regulations with respect to all purchasing transactions and capital
projects.

1. Supervises the Office of Fiscal Affairs or sections thereof in the
absence of the Director and/or Associate Director.

INCUMBENT:

•

• 4 .

5.

6.

7.

•



Date

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

11. Prepares reports as required.

QUALIFICATIONS

At least three years of experience in the administration of business
services in a complex setting. Experience in administering a
computerized budgeting system is required. Bachelor'S Degree required;
Master's preferred.

These qualifications may be waived for individuals with appropriate
alternate experience.

For the University

•

•

•



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

QUALIFICATIONS

•

under the supervision of the Director of Fiscal Affairs, the incumbent assists
with the coordination of the university internal budgeting process, and
coordinates CHRO contract compliance, and the Small Business Set-Aside program.
The incumbent also assists in the preparation and reporting of budget data to
external agencies. Position responsibilities include:

59

2

INTERNAL BUDGETING AND CHRO COMPLIANCE SPECIALIST

MARY CALARESE

EASTERN CONNECTICUT STATE UNIVERSITY
POSITION DESCRIPTION

Prepares reports as required.

Reviews department requisitions and contracts for conformance to budget
plan and assists in the coding of such.

Coordinates the Small Business Set-Aside Program.

Insures that the University complies with CHRO policies and regulations
with respect to all purchasing transactions and capital projects.

Assists in compiling data and completing forms and surveys as required by
external agencies such as DHE and OPM.

Helps establish and maintain an ongoing budget monitoring and reporting
system for all funding sources .

Advises and assists Fiscal Affairs personnel on closing end of year
records.

Advises and assists accounting personnel on the display of final results
on financial statements to the department level.

Helps design and distribute budget request forms to departmental budget
authorities and advises on the completion of such.

Reviews completed forms for thoroughness and accuracy and prepares a
summary.

Serves as a resource person for budget authorities and provides data to
senior management to assist in developing budget allocations.

3.

10.

11.

7.

4.

2.

1.

8.

TITLE:

ADMINISTRATIVE RANK:

INCUMBENT:

6.

9.

•

•



These qualifications may be waived for individuals with appropriate alternate
experience.

At least two years of experience in the administration of business services in
~ complex setting. Experience in administering a computerized budgeting system
~ preferred. Bachelor's Degree required; Master's preferred.

For the University
12/2/88

•

•

Date For the Union
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