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Office of the President 

RESOLUTION 

concerning 

RECLASSIFICATION OF POSITION 

ASSISTANT DIRECTOR OF COOPERATIVE EDUCATION/ADMINISTRATOR I11 
to 

ASSISTANT DIRECTOR OF EDUCATIONAL SUPPORT SERVICES/ADMINISTRATOR 111 

CENTRAL CONNECTICUT STATE UNIVERSITY 

September 7, 1990 

RESOLVED, That the position of Assistant Director of Cooperative 
Education/Administrator I11 be reclassified to Assistant 
Director of Educational Support Services/Administrator I11 
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. 
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CENTRAL CONNECTICUT STATE UNIVERSITY 

POSITION DESCRIPTION 

I POSITION TITLE: Assistant Director of ~ducational Support Services 

I ADMINISTRATIVE RAWK: Administrator I 1 1  

DEPARTMENT: Educational Support services 

I SUPERVISOR'S TITLE: Director of Educational Support Services 

I POSITION SUMMARY: 

Assists the Director with the development and design of Educational 
Support Services (ESS) program components and related activities. 
Provides support for recruiting, interviewing, selecting, scheduling, 
and monitoring students who participate in all-ESS programs. 

I POSITION RESPONSIBILITIES: 

Serves as liaison between the Admissions Office and ESS in the 
recruitment of Educational Opportunity Program (EOP) participants. 

Assists with planning the Summer EOP and Connecticut Collegiate 
Awareness Program (CONNCAP) programs, including the supervision of 
participating students and staff. 

I .Provides support to CONNCAP students entering the University and 
monitors their progress. 

Assists with support activities for specialized student populations by 
conducting Methods of Inquiry sessions and other intervention 
proqrams; i.e., skills building activities and tutorials. 

Assists with the coordination of services provided by ESS and those 
performed in other areas of the University. 

Provides individual assistance and support to participants to 
facilitate successful tompletion of program activities. 

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

QUALIFICATIONS: 

Bachelor's degree and two years of experience developing and providing 
educational support services. Master's degree and experience with 
Computer assisted learning programs preferred. These qualificatio~is 
may-be waived for individuals with appropriate alternate experience. 



Central Connecticut State University @ Assistant Director, Cooperative Education - Education L Behavioral 
Sciences. Cooperative EducaUorJAdnfnistrator I11 
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I -: Director o£ Cooperative Education 

I GUPERVISICN EXERCISED: 

I INCUMBENT MIME: Janice Witek 

Respnsible for prwiding direct service to m o p  students; including but 
not limited to  recruitment, pre-intake and post-intake advising, conducting 
career developnent sleminars, job developnent , placement referrals and field 
supervision. 

Recruitment: In conjunction with the W s s i o n ' s  Assistant W o p ,  plan and 
implement recruitment activities such as irdividual meetings with guidance 
counselors, prt icipation in  "university nighta prograns and conduct .open 
housea meetings. 

Preintake and post intake advising: mnduct individual 
orientatiM/advising sessions w i t h  incaning students and parents when 
appropriate. Prwide acadenic adjustment advising and individual 
assistance in preparing students for job placanent. 

Career Developnent Saninar : Lead one or more sections of a sixteen 116) 
hour career developnent wmhar. 

I Job Developnent: Develop jcb placanents. 

Plaoement referrals: Refer students for co-op placement and necessary 
interview arrangements. 

Field Suprvieion: Conduct m 8 i t e  v i s i t s  during 6tUdMt work terms. 

Performs other duties and responsibilities related t o  those enumerated 
above which do not alter the basic l w e l  of responsibility of the position. 

a Bachelor's degree and three years relevant experience Fn either 
cooperative education and/or career planning and placement in higher 
education required. Master's p e f e r r d .  

Three or mre  years of nareducation enplqment preferably in the academic 
area of coordinator responsibility desired. 



F O R H  A N D  P R O C E D U R E S  

rx/ jx d L  /*  
Campus D a t e  L7/d7,/0 

@VEL 4 ,  D i y c i   ampu us DPA c r o a t e s  and  p r e s e n t s  p ~ c k a p e  l o  C h a p l o r  l e v e l  i k l i / h F ~ i l i ~  d e s l g n a o  f o r  ~ O V ~ O W .  

A t t a c h m e n t s  s h a l l  I n c l u d e  t h o  f o l l o v i n a  i t e m s  where a p o l l c a b l e :  I) s copy  o f  t l ~ l s  s t l o o t ,  2 )  new e n d  - . . . - 
f o r m e r  p o s l t i o n  d o s c r i 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 s  f o r  PERC end  t h e  Board ,  and  4) sny e d d l t l o n a l  
I n f o r m a t i o n  r e q u l r e d .  

I l I I l I A T I N G  PRESIDENl O R  DESIGNEE afi/vr//q /~?u,QKL% 
D A ~ E  P R E S E N ~ E D  T O  CAMPUS SUOAF REPRESENIAIIVE QO 

SUOAf/Af SCMC CAMPUS REVIEW AND RECOM14fNDAl IOH B Y  

DAlE Of SUOAF CAMPUS REVIEW 

l l l E  ABOVE-MENIIOIIED PACKAGE HAS BEEN fORWARDED 10  lilt LOCAL UNION BY I I IE  CAI4PUS DPA. 

LEVEL 2, R o t  t o  e x c a o d  10 u o r k l n g  d a y s  a f t e r  r e c e i p t  S t a t ~ u l d e  S U O ~ T / A F S C ! ~ E  r e v l e v  o c c u r s  d u r i n g  t h i s  
I n t e r v a l .  f u r t h e r  n e g o t l a t l o n  may o c c u r  a t  t h I s  l e v e l  p r l o r  t o  l l n a l  U n l o n  a p p r o v a l .  Upon s u c h  a p p r o v a l  
SUOAf s h a l l  r e t u r n  a11  materials t o  t h e  I n l t l s t l n g  U n l v e r s l t y  DPA o r  h l s  d e s l g n e o .  

S U O A ~ / A ~ S C M E  LOCAL PRESIDLNl OR DiSIGHEE On t e  

DISPOSI I ION AT SUOAF LOCAL LEVEL: 
( ) a p p r o v e  p r o p o s e d  r a n k  and  s a l a r y  ( ) d l s a p p r o v s  p r o p o s e d  r a n k  end  s a l a r y  
Comments o r  Recommendat lons:  

g l E  REIURIfCD 10 LOCAL DPA 

LEVEL 3 ,  N o t  t o  a x c e o d  10 u o r k l n g  d a y s  a f t e r  r e c e i p t  l o c a l  D P A  b r i n g s  p a p e r w o r k  t o  s t a t e w l d o  D r A ' s  m o e t l n g  
f o r  r e v i e w .  I f  no f u r t h e r  I s s u e s  a r l s e ,  the document  I s  s l g n s d  b y  and  r e m a i n s  v l t h  t h o  V l c o  P r o s i d o n t  f o r  
P e r s o n n e l .  I h e  V i c e  P r e s i d e n t  f o r  P e r s o n n e l  a l s o  p r o v l d s s  a s l g n e d  c o p y  t o  t h e  S U O A ~ / A F S C M E  L o c a l  P r e s l -  
d e n t .  I f  s l g ~ l f l c a n t  c h a n g e s  a r e  r e q u l r s d ,  d o c u m e n t s  a r e  r e t u r n e d  a t  L e v e l  1. El lno r  changos  may b e  e f -  
f e c t e d  b y  a p p r o p r i a t e  phone  c o n s u l t a t l o n ,  

DAlE COIISIDERED B Y  DPAts  COUNCIL 

( )disapprove s u b m l s s l o n  t o  PtRC 
Comments o r  Recomrnendatlons: 

VICE PRESIDENT FOR PERSONNE 1 ,c 
LEVEL 4 V l c e  P r e s l d e n t  f o r  P e r s o n n e l  s u b m l t ~  p a c k e g o  t o  PERC e t  I t s  n e x t  s c l ~ e d u l s d  m o o t i n g .  Upon r l R C  
a c t i o n  I t  1 s  t h e  r s s p o n s l b l l l t y  o f  t h e  Campus O P A  t o  l n f o r m  t h e  campus s n d  L o c a l  SUU~FIAFS'CIIE r o p r e s o n t a -  
t i v e  and  a p p r o p r l a t e  management o f  f l c l a l s  o f  PLRC d l s p o s l  t l o n .  

D ISPOSI I ION A1 PERC LEVEL: 

Oi 
DAlE OF BOARD APPROVAL 

D A l l  Of BOARD DISAPPROVAL 


