
Connecticut 

Office of the President 

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

RESOLUTION 

concerning 

REVISION OF JOB DESCRIPTION 

f o r  

CENTRAL CONNECTICUT STATE UNIVERSITY 

September 7, 1990 

RESOLVED, That t h e  job d e s c r i p t i o n  f o r  t h e  p o s i t i o n  of Spec ia l  Assoc ia te  
f o r  Corporate Rela t ions /Adminis t ra tor  V I  a t  Cent ra l  
Connecticut S t a t e  Univers i ty  be r ev i sed  t o  meet t h e  
requirements  of t h e  newly c r e a t e d  Student Development Center,  
e f f e c t i v e  September 7, 1990, i n  accordance with a l l  p rov i s ions  
and expec ta t ions  a s  s e t  f o r t h  i n  t h e  proposal  da t ed  J u l y  3, 
1990, which i s  a t t a c h e d  a s  an  addendum t o  t h i s  r e s o l u t i o n .  

A C e r t i f i e d  True Copy: 

P re s iden t  

An Equal 
Opportunity 

Employer 





CENTRAL CONNECTICUT STATE UNIVERSITY 

POSITION DESCRIPTION 

POSITION TITLE: Special Associate for Corporate Relations and 
Placement 

ADMINISTRATIVE RANK: Administrator VI 

DEPARTMENT: Career Services and cooperative  ducati ion 

SUPERVISOR'S TITLE: Director of Career Services and 
Cooperative Education 

POSITION SUMMARY: 

The Special Associate for Corporate  elations plans, develops and 
coordinates all employer activities related to cooperative education, 
placement, and student employment. 

POSITION RESPONSIBILITIES: 

Plans and conducts employer relations activities to increase and 
improve the quality of employer participation in Career 
Services/Cooperative Education programs. 

a Directs on-campus employer interviews and oversees the preparation of lists of available positions as appropriate. 

Oversees the referral process and the dissemination of job 
information. 

Directs and develops a student employment service program. 

Collects statistical information and provides reports related to 
activities in Career Services/Cooperative Education. 

Organizes special programs to ensure positive employer/University 
relations such as planning employer advisory board meetings, 
recognition luncheons, and employer training activities. 

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

QUALIFICATIONS: 

Master's degree and five years of professional-level administrative 
experience in either higher education, or business, or industry 
required. These qualifications may be waived for individuals with 
appropriate alternate experience. 



Ceritral Connecticut State Universi 
Special Associate for Corporate Relations 
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-: Director of Cooperative Education 

SUPERVISION EXERCISED: 

INNMBENT M: Peter Viei ra 

_ KSITION SUMMARY : 

The Special Associate for Corporate Relations will report to the Director 
of Cooperative Education and is responsible for increasing the level of 
enployer support for Centra18s Cooperative Education Progran and, 
hence, the level of student placement. 

The Special Associate will provide supprt for the activities generated by 
the Special Assistant for Corporate Relations as well as be responsible for 
several related enployer developwnt areas. 

.. a 
Assist in the formation of the Dnpluyer Support Task Force; serve as its 
secretary. 

Serve as a facilitator for the developnent of the Dnployer Advisory 
Council. 

Plan and develop a series of enplayer w o p  workshops; develop support 
relationships with empluyer groups such as CBIA, Greater Hartford Chamber 
of Canmerce, and the like. 

Contact "top 50" Connecticut employers who have no history of involvenent 
with Central8 s Ceop Progran to develop student placement. 

Perform other duties and responsibilities related to those enmerated above 
which do not alter the basic lwel of responsibility of the position. 

4 

EDUCATICN AND MPERIENCE 

Mastergs degree and five years of experience in university adninistration 
demonstrating ability to formulate and inplenent policy and supervise staff 
required. Three yearst experience in fund raising, job developnent or 
other forms of corporate relations desired. These qualifications may be 
waived for individds with appropriate alternate experience. 

SPECIAL mATIONs: 



S U O A F ~ A ~ S C H L  P O S I ~ I U H  A C l I O A  R L O U L S I  

: . ,  F O R H  A  P R O C C D U R L S  

-K' A L  ! 
Campus  ate c7/?7,fvd 

L  3 ,  D c m p u s  P A  c o a t e  a n d  p r e e n s  p a c k a g e  t o  C h a p t e r  e v e  S ~ U A ~ J A ~ S C I ~ E  d e s l g ~ l o e  f o r  r o v l 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 u l n g  I t e m s  w h e r e  a p p l i c a b l e :  I)  e c o p y  o l  1111s s l ~ o o t ,  2 )  n o v  arid 

f o r m e r  p o s l t l 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 ,  e n d  r a l l o n a l e  l o r  PLRC end  t h e  B o o r d ,  o n d  4) ony o d d 1  t l o n e l  
l n f o r m a t l o n  r e q u l r o d .  

111111A11liG PRLSIDLI I I  OR DESIGNEE -?fi,~u/q / I ? U ' Q K ~  

DAlE PRESEtlILD 10  CAMPUS SUOAf REPRESLHIAI IVL C , 7  ? / I  7 , ; Y ~ l  
SUOATJATSCME CAMPUS REVIEW AIID RECOH~EHOAIIOH B Y  

DAlE O f  SUOAf CAEIPUS REVIEW 

l l l C  ABOVE-MCHIIOIIED PACKAGE HAS BEEH fORWARDLD 1 0  I l l E  LOCAL UHIOH BY 1111 CAI,IPUS DPA. 

I LEVEL 2, N o t  t o  s x c a o d  1 0  v o r k l n g  days a f t e r  receipt S l a l e w l d e  SUOAI/AF$CIII r e v l o v  o c c u r s  d u r l t l g  this 
l n t o 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 l s  lev8i prior t o  l l n a l  U n l o n  a p p r o v e l .  Upon s u c l i  a p p r o v a l  
SUOAf s h a l l  r e t u r n  a l l  r n a t e r l a l s  t o  t h e  l n l t l a t l n g  U n l v e r s l l y  DPA o r  h l 3  d s r l g n e o .  

SUOAT/ATSCI.~E LOCAL P R L S I D l N l  OR OLSSGHIL O s l o  

D I S P O S I I I O l i  A1 SUOAf LOCAL L IVEL:  
( ) 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  ( )disapprove p r o p o s e d  r a n k  end  s a l a r y  
Comments o r  Recommendat lons:  

I LEVEL 3 ,  M o t  t o  a x c e o d  10 v o r k l n g  d a y s  a l t e r  r e c e l p t  L o c a l  DPA b r l n g s  p a p e r w o r k  t o  s l a l o v l d e  DPA's m o o t f n g  
f o r  r e v i e w .  If no f u r t h e r  I s s u e s  a r l s a ,  ths d o c u m e n t  1 s  s l a n e d  b y  ~ n d  r e m a l n s  v l t h  t h o  V l c o  P r o s l d o r i t  f o r  

I P e r s o n n e l .  l t t e  V l e u  P r e r l d e n t  f o r  p e r s o n n e l  n l s o  p r o u l d s s - r  s l i n e d  c o p y  t o  t h e  SUOAI/IISCII[ L o c a l  P r a s l -  
d e n t .  I f  s l g q l f l c a n t  c h a n g e s  a r e  r e q u l r t d ,  d o c u m e n t s  a r e  r e t u r n s d  a t  L e v e l  1. E l l n o r  c l i a r igos  may b e  e l -  
f e c t e d  b y  a p p r o p r l a t e  p h o n e  consultation. 

I DAlE COllSIDERED B Y  DPAts  COUNCIL 

I I J P O S I  I I O t l  A1 COUllCIL LCVLL: 
a p p r o v e  s u b m l s s l o n  t o  PERC 

t s  o r  Recommends t l o n s :  
( )disapprove s u b m l s s l o n  l o  PLRC 

I 'ICE PRESIDLt l l  f O R  PERSOflliE 

I [VCL \ V i c e  P r s r l d o n t  f o r  P e r s o n n o l  submits p a c k a g e  t o  PLRC a t  L t r  n ~ r t  r c l ~ o d u l o d  m o k t ( l l i ~ t ~ .  Upon PtRC -- 
c t l o n  I t  i s  t h e  r e s p o n s l b l l l t y  o f  t h e  Campus DPA t o  I n f o r m  t h e  campus a n d  L o c a l  SUOAT/ATSCI.IE r o p r e s o n t a -  
i v e  a n d  a p p r o p r l a t e  management o f f l c l a l s  o f  PERC d l s p o s l t l o n .  

~ I S P O S I  110ll A1 PLRC LEVEL: 

I~lf 0 1  BOARD APPROVAL 


