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Office of the President 

RESOLUTION 

concerning 

RECLASSIFICATION OF POSITION 

ASSOCIATE DIRECTOR, PLACEMENT AND CAREER DEVELOPMENT CENTER/ 
ADMINISTRATOR IV 

to 
ASSOCIATE DIRECTOR OF ADVISING INFORMATION SERVICES/ 

ADMINISTRATOR IV 

CENTRAL CONNECTICUT STATE UNIVERSITY 

September 7, 1990 

a RESOLVED, That the position of Associate Director, Placement and Career 
Development Center/Administrator IV be reclassified to 
Associate Director of Advising Information Services/ 
Administrator I V  effective September 7, 1990, in accordance 
with all provisions and expectations as set forth in the 
proposal dated July 3, 1990, which is attached as an addendum 
to this resolution. 

A Cer t i f i ed  True Copy: 
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CENTRAL CONNECTICUT STATE UNIVERSITY 

POSITION DESCRIPTION 

POSITION TITLE: Associate Director of ~dvising ~nformation and 
Support Services 

ADMINISTRATIVE RANK: Administrator IV 

DEPARTMENT: Advising Information Services 

SUPERVISOR'S TITLE: Director of Advising ~nformation and Support 
Services 

POSITION SUMMARY : 

Assists with the direction and operation of the Advising Informati011 
and Support Services. Coordinates assessment activities and develops 
office publications. Provides precursory and integrated educational 
and career information to student groups served by the office. 

POSITION DESCRIPTION: 

Assists with planning and program development related to Advising 
Information and Support Services. 

Reviews and selects assessment instruments used in preliminary and 
integrated educational and career planning activities. 

Coordinates the development of publications and handouts related to 
Advising Information and Support Services. 

Designs and conducts workshops and programs on major selection, values 
clarification, decision-making, career options, etc. 

Advises students on career concerns and their relationship to academic 
programs. 

Provides precursory information related to academic programs; assists 
students in establishing an integrated educational/career plan. Refers 
students to other University departments and resources as appropriate. 

Assists in coordinating Advising Information and Support Services 
activities with other Student Development Center units and University 
'departments. 

Assumes responsibility for program operations in the absence of the 
Director. 

Manages and coordinates special projects and other responsibilities 
for Advising Information and Support Services. Performs other duties 
which do not alter the basic level of responsibility of the position. 
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QUALIFICATIONS: 

Master's degree and four years of experience in career planning and 
providing advising support services or related area in higher 
education required. Knowledge of academic programs and demonstrated 
administrative experience preferred. These qualifications may be 
waived for individuals with appropriate alternate experience. 
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Central Cmmecticut State University 
Associate Director, Placement L Career Developnent ~enter/~lacenent and 

U Career Developnent Center/Acministrator N 
(- 

SUPERVISOR: 
G d 7 - Z  

-lNI NAME: Elizabeth H t c T s  

KXITION S J m A R Y :  

Assists in the direction of the operations of the Placement and Career 
Developnent Center. Coordi~tes the developnent and use of resource 
library and use of micro canputer for placement, career developnent 
services and cooperative education. 

Assists i n  direction of placaaent operations for graduating senior and 
graduates. 

Develops special career counseling progranrs and related career projects for 

\a students and graduates. 

Provides career oounseling to  individual students, graduates, and campus 
organizations. 

Develops, maintains, and coordinates use of career resource library and 
cmputer facilities. 

Conducts employer relations activities. 

Ass i s t s  with supervision of graduate interns, and support staff. 

Responsible for directing operations i n  absence of director. 

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

Master's degree end three to  five years of related experience 
demonstrating ability to relate effectively to  students and staff, broad 
kncrwledge of placement practices and supervisory ability required. These 
qunlif ications m y  be waived for individuals w i t h  appropriate alternate 
experience. 
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Campus  ate L 7 / ~ y , ~ / d  
&. g ,  D~ycOf$ampus DPA creates and p r o s a n t s  p c k g  t o  [ h a p l e i  love; S ~ O ~ i ~ h i S i l l ~  d o s i g ~ l o o  f o r  rav!or .  
A t tachmen ts  s h a l l  l n c l u d a  t h a  f o l l o v l n g  I t e m s  v h e r e  a p p l l c a b l s :  1) 8 copy o f  \ I l l s  s l l o o t ,  2) and 

f o r m e r  p o s l t l o n  d o s c r l p t l o n s ,  3) s a l a r y ,  r a n k ,  end r a t l o n a l g  l o r  PLRC end t h e  Boord,  and 4) any e d d l t l o n a l  
l n f o r m a t l o n  r e q u l r o d .  

I 
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111111A11f16 PRLSIDElIl O R  DESIGNEE 40/v/C/}f /I/u[*~&~. 
DAIE PRESElIlED 10 CAIIPUS SUOAf REPRESEHIAI IVE (- 341 ,  YO 
SUOAF/AFSCME CAMPUS REVIEW A I I D  RLCOMIlEHDAlIOH BY 

DAIE OF SUOAF CAMPUS REYILU 

l l l E  ABOVE-MLHIIOHED PACKAGE HAS BELH FORUARDLO 10 1111 LOCAL UHIOH B Y  1111 CAIIPUS DPA. 

I LEVEL 2, Rot  t o  excood 1 0  w o r k l n g  days  a f t e r  r s c u  S t a l e u l d s  S U O A ~ ~ A ~ S C I ~ L  r e v l a v  o c c u r s  J u r i ~ l q  l h l s  - --- 
interval. F u r t h e r  n e g o t l a t l o n  n a y  o c c u r  a t  t h l s  l e v e l  p r l o r  l o  l l n a l  Un lon  a p p r o v a l .  Upol) suc l l  o l ~ j l r o v a l  
S U O A r  s h a l l  r e t u r n  e l l  materials t o  t h e  l n l l l a t l n g  U n l v e r s l t y  DFA o r  h l ,  d e r l g n e o .  

S U O A ~ / A ~ S C M E  LOCAL PRESIDEIII O R  DISIGIIEL Data  

DISPOSI I IOf l  A I  SUOAF LOCAL LEVEL: 
( ) app rove  p roposed  r a n k  and s a l a r y  ( )disapprove p r o p o s e d  r a n k  end s a l a r y  
Comments o r  Recommonda t i o n s :  

I LEVEL 3 ,  N o t  t o  oxceod 10 u o r k l n g  days  a l t e r  r a c a l p t  L o c a l  D P A  b r l n g s  ~ a ~ e ' r u o r k  t o  s t a t o w l d e  Df'A's m o o t l n g  
f o r  r e v l e w .  I f  no f u r t h e r  l s s u e s  a r l s e ,  the documsnt 1s  s i g n e d  b y  ~ n d  r e m a l n s  u l t h  t h o  Y l c o  P r o s l d o n t  f o r  

I 
- 

Personne l .  l l ~ e  V l ce  P r e s l d e n t  t o r  P e r s o n n e l  a l s o  p r o v l d a s  a  s l g n c d  c o p y  t o  t h e  SUOArIAf L o c a l  r r e s l -  
d e n t .  I f  s l g q l f l c a n t  changes are, r e q u l r s d ,  documsnts  a r e  r e t u r n e d  a t  L e v e l  1. t l l n o r  c l langos may b o  e l -  
f e c t e d  by  a p p r o p r i a t e  phone c o n s u l t a t l o n .  

I 

DAIC C O I I S I D E R E D  BY DPA1s COUllCIL 

3 ISPOSI i IOI i  A l  COUfICIL LEVEL: 
$approve s u b m l s s l o n  t o  P L R C  ( )disapprove s u b m l s s l o n  t o  P[RC 
,omments o r  Rocommendatlons: 

' ICE P R E S I D t l l l  FOR PERSOlIrlE D A l l  

E Y E L  4 V l c e  P r e s i d e n t  f o r  P e r s o n n o l  s u b n l t s  package l o  r[RC e t  I t s  n e x t  s c l ~ o d u l o d  mon t l ng .  Upon I ' f R C  -- 
c t l o n  I t  I s  t ho  r o s p o n s l b l l l t y  o f  t h e  Cempus D P A  l o  l n f o r m  l h s  campus and L o c a l  sUOAI/ATSCI~E r o p r o s o n t o -  
i v e  and a p p r o p r i a t e  management o l f l c l a l s  o t  PERC d l s p o s l l l o n .  

1 s P o s I I I o r l  AI P E R C  LEVEL :  

1 1 1 ~  OF B O A R D  APPROVAL 

41E OF BOARD DISAPPROVAL 


