Connecticut

BR#90-138
State
. u n lverSIty ’ P.O. Box 2008, New Britain, Connecticut 06050
‘entrgl . Eastern = Southem . Western (203) 827-7700

Office of the President

RESOLUTION
concerning
RECLASSIFICATION OF POSITION
ASSISTANT DIRECTOR OF COOPERATIVE EDUCATION/ADMINISTRATOR III
ASSOCIATE DIRECTOR OF CAREE; SERVICES/ADMINISTRATOR IV
at

CENTRAL CONNECTICUT STATE UNIVERSITY
September 7, 1990

RESOLVED, That the position of Assistant Director of Cooperative
Education/Administrator III be reclassified to Associate
‘ Director of Cooperative Education/Administrator IV 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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ADDENDUM TO BR#90-138

SU-2
CONNECTICUT STATE UNIVERSITY
POSITION ACTION REQUEST FORM
. SUBMITTED
: BY: CSU [ ]
' CCSU [y] SCSU [ ]
l ECSU [*] WCSU
POSITION ’ DATE 0/7/90
ACTION: ESTABLISH ( ) RECLASSIFY (X) OTHER () EFFECTIVE

NATURE OF POSITION: PERMANENT [X) FULL-TIME [Xx } TEMPORARY [ ]

Assistant Director

PART-TIME [
Associate Director of Career Services

POSITION Cooperative Education ADM 1V
TITLE: ADM IIT NC
(CURRENT) (CLASS CODE) (PROPOSED) (CLASS CODE
POSITION CURRENT PROPOSED BARGAINING
NUMBER SALARY $42,484 SALARY $ 44,600 FUND UNIT AhdFac 1nc
0076 FROM

TO

XPLAIN THE NATURE OF THE PROPOSAL: ‘ !

‘) update position descriptions for the proposed Student Development Center.

USTIFICATION:

The creation of an Associate Director level position for Career Services will provide
essential backup support to this unit and will provide a consistent staffing pattern for all
three units of the Student Development Center. Each operating unit requires a clear second
level of supervision and administrative support to ensure the smooth and efficient
operation of each unit.

SIGNED (UNIVERSITY) DATE

2,116
OST OR (SAVINGS)

TTACH OLD AND NEW STAFFING CHART, ( )
OB DESCRIPTION, AND (X)

UOAF SIGN OFF FORM IF REQUIRED (X)

ISCELLANEOUS COMMENTS:
88

HORAN



CENTRAL CONNECTICUT STATE UNIVERSITY

POSITION DESCRIPTION

POSITION TITLE: Associate Dlrector of Career Services and Cooperative
- Educatlon

ADMINISTRATIVE RANK: Administrator IV
DEPARTMENT: Career Services and Cooperative Education

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

POSITION SUMMARY:

Assists with the coordination, development and operation of Career
Services/Cooperative Education programs.

‘POSITION RESPONSIBILITIES:

Assists with the design and development of program plans, staff
training, and related activities for Career Services/Cooperative
Education.

Conducts individual and group career planning sessions.

Designs and conducts career development workshops including the Career
Development Seminar along with other activities which address special
career needs of students.

Assists with the coordination of the department’s activities with
other units of the Student Development Center and with other
Unlver31ty departments and with employers.

Assists with job development for full-time, part- tlme, cooperative
educatlon and 1nternsh1p opportunities.

Assists in the preparation, placement and field supervision of
cooperative education program participants.

Assumes respon51b111ty for Career Services operations in the
' Director’s absence.

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

QUALIFICATIONS:

Master's Degree and four years of professional level experience in the
Career services field in a college or university setting. These
qualifications may be waived for individuals with appropriate
alternate experience.

6/28/90




22
Central Connecticut State University
Assistant Director, Cooperative Education - Business Cooperative

Education/Administrator III
(Code )

SUPERVISOR: Director of Cooperative Education
SUPERVISION EXERCISED:

- INCUMBENT NAME: Mary Hcran

POSITION SUMMARY:

Responsible for providing direct service to co-op students; including but
not limited to recruitment, pre-intake and post-intake advising, conducting
career development seminars, job development, placement referrals and field
supervision. )

POSITION RESPONSIBILITIES:

Recruitment: In conjunction with the Admission's Assistant Co-op, plan and
implement recruitment activities such as individual meetings with quidance
counselors, participation in "college night"™ programs, and conduct “open
house™ meetings.

Pre-intake and post-intake advising: Conduct individual
orientation/advising sessions with incaming students and parents when

appropriate, Provide academic adjustment advising and individual
assistance in preparing students for job placement.

Career Development Seminar: Lead one or more sections of a sixteen (16)
hour career development seminar.

Job Development: Develop job placements.,

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

Field Supervision: Conduct on-site visits during student work terms.
Performs other duties and responsibilities related to those enumerated
above which do not alter the basic level of responsibility of the position.
EDUCATION AND EXPERIENCE

Bachelor's degree and three years relevant experience in either cooperative
education and/or career planning and placement in higher education
required. Master's preferred. :

Three or more years of nomeducation employment preferably in the academic
area of coordinator responsibility desired.

SPECIAL NOTATIONS:




REQUES]

SUOAF/AFSCHE POSIVTION ACIIOR .
FORH AND PROCEDURES e
. . o o EURN . './’, PRSI
Position Title )2 )) "1V ST50C, oyl O il et '\~.v\llz( ¢
&us QENIR AL vate_ IO
’ t d presents packags lo Chapter level SUOA[IAYSCH[ designes for review.
et hall Lnclude the follovlng Itens o ’ ' 1) 8 copy of this shoot, 2) nov ent

Attachments shall Include tho following ltems where appllcable: Llone)
former positlon doscriptions, 3) salary, rank, end rationale for PLRC and the Boord, 8nd 4) ony edditlons

information required. .
INITIATING PRESIDENT OR DESIGNEE DA/ /W UNLOY
DATE PRESENTED 10 CAMPUS SUOAF REPRESENTATIVE b7
SUOAF/AFSCHE CAMPUS REVIEW AHD RECOMMLNDATION BY

DATE OF SUOAF CAMPUS REVIEW
THE ABOVE-MENTIOHED PACKAGE HAS BEEH FORWARDED 10 TNE LOCAL UKION BY THE CAMPUS DPA..

LEVEL 2, Mot to excood 10 working days sfler receipt Stalewvide SUOAT /AFSCHE revlow occurs during this
t this 1 Upon such espproval

lntorval Further negotiatlon may occur at this level prlor lo flnal Unlon approval.
SUOAF shall return all materlals to the Inltiating Unlversity DPA or his designeo.

SUOAF /AFSCHME LOCAL PRESIODENT OR DESIGHEE Dnlo'

DISPOSITION AT SUOAF LOCAL LEVEL:

() approve proposed rank and salary
Comments or Recommendatlons:

nn.munnw 10 LOCAL DPA

LEVEL 3, Not o oxceod 10 working days after recelpt Local DPA brings papervork to statowlide DFA's moetlng
If no further lssues arlse, the document Is signad by and remalns with the Vico Proslident for

The Vice President for Personnsl slso provides a signed copy to the SUOAF/AFSCME local Prosi-
Minor changos may be ef-

( )disapprove proposed rank and salary

for revlew

Personnel.
dent. If significant changes -are requlred, documents are returned at Level 1.

fected by appropriate phone consulta@lon.
DATE CONSIDERED BY DPA's COUNCIL

DISPOSITION AT COUNCIL LEVEL:
approve submission to PERC ( )disapprove submisslon to PLRC

omments or Recommendations:

: /~
VICE PR[SID[HI FOR PERSONNEL) f;ﬂfzzc/ ( /w--« DAIE S/Z‘w 2

LEVEL & Vlcn Prosldont for Personnel submlts packegs to PERC st Its nexl schoduled muotlng Upon FERC
betion it Is the responsibility of the Cempus OPA to Inform the campus and local SUOAT /AT SCHE ropresonta-

tive and appropriate management officlals of PERC dlspositlon.
DISPOSITION AT PERC LEVEL:

)“rqud - ( )disapproved
AT

ATE OF BOARD APPROVAL
ATE OF BOARD DISAPPROVAL




