
University 
entral m Eastern m Southern . Western 

RESOLUTION 

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

concerning 

RECLASSIFICATION OF POSITION 

ASSISTANT DIRECTOR OF COOPERATIVE EDuCATION/ADMINISTRATOR I11 
to 

ASSOCIATE DIRECTOR OF CAREER SERVICES/ADMINISTRATOR IV 

CENTRAL CONNECTICUT STATE UNIVERSITY 

September 7, 1990 

RESOLVED, That the position of Assistant Director of Cooperative 
Education/Administrator I11 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 BRf90-138 
su-2 

CONNECTICUT STATE UNIVERSITY 
' POSITION ACTION REQUEST FORM 

I SUBMITTED 
ccsu [ , I  scsu [ ] 
ECSU [ ] WCSU 

POSITION DATE 
ACTION: ESTABLISH ( ) RECLASSIFY (x) OTHER ( )  EFFECTIVE 9/7/90 

NATURE OF POSITION: PERMANENT [ X] FULL-TII.1E [X J TEblYOIIARY [ J PAR'I'-'I'IP1E [ 
Assistant Director Associate Director of Career Services 

PO S I TI ON Cooperative Education ADM IV 
TITLE : AIM I11 NC 

(CURRENT) (CLASS CODE) (PROPOSED) (CLASS CUUk 

POSITION CURRENT PROPOSED DAIlGAl tJING 
NUMBER SALARY $42,484 SALARY $44,600 FUND 0 UNIT AdF'oc i l c  

0076 F'IIOM '1'0 

I 
I XPLAIN THE NATURE OF THE PROPOSAL: 

@ update position descriptions for the proposed Student Developllent 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 qerating unit requires a clear second 
Level of supervision and administrative support to ensure the smooth and efficient 
operation of each unit. 

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 Director of Career services and Cooperative 
Education 

ADMINISTRATIVE RANK: Administrator IV 

DEPARTMENT: Career Services and Cooperative Education 

SUPERVISOR'S TITLE: Director of Career Services and Cooperative 
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 ~ervices/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 
University departments and with employers. 

Assists with job development for full-time, part-time, cooperative 
education and internship opportunities. 

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

Assumes responsibility 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 



Central Connecticut State llniversity 
Assistant Director, Cooperative Education - Business Coaperative 

EducatiorJAchinistrator I11 
(- 1 

-: Director of Cooperative Education 

INCUSENT M: R i q  Hcran 

Responsible for providing direct service to p u p  students; including but 
not limited to recruitment, pre-intake and post-intake advising, conducting 
career developnent ednars, job developnent, placement referrals and field 
supervision. 

Recruitment: In conjunction with the Wssionls Assistant Co-up, plan and 
mlenent recruitment activities such as individual meetings with guidance 
counselors, participation in 'college night" programs, and conduct 'open 
house' meetings. - 

-- @ Preintake and post-intake advising: Canduct individual 
orientatiorJadvising sessions with incaning students and parents w h e n  
appropriate. Provide academic adjustment advising and individual 
assistance in preparing students for job placement. 

Career Developnent Seninar: Lead m e  or more sections of a sixteen (16) 
hour career developnent eemimr. 

Job Developnent: Develop j o b  plaments. 

Placement referrals: R&er students for mop placement and necessary 
interview arrangements. 

Field Supervision: Conduct arsite visits during student work terms. 

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

Bachelor's degree and three years relevant experience in either cooperative 
education ard/or career planning and placement in higher education 

a required. Master's preferred. 

Three or more years of noweducation euploymnt preferably in the academic 
area of coordinator responsibility desired. 



S U O A ~ / A ~ S C H E  P O S I I I O W  A C I l O I  R t O U L S l  

f O R H  A I D  P R O C L D U R L S  ,u&.c' 
I 

-- -, . 
Position l l t l o  /I.,/,jl)J .111/ ,,';< : ' ; (7c1,  , >/i< ( . ' f  ( '1.1,Ct' f; , f  ti, I t t d ;  % - 

f r n j l c  #L I- 

@" .@ . Date L7/-?'7,/d 
L 1, Day 0  Campus D P A  c roa tes  and p resen t s  peckage t o  Chapter l e v e l  S U O A ~ / A ~ S C E I ~  doslgnoo f o r  r e v l o w -  

Attachments s h a l l  l n c l u d e  tho following l tems where a p p l l c a b l e :  1) 8 copy 01 t l l l 3  s l loot ,  2 )  n o *  
former p o s i  t l o n  d o s c r l p t l o n s ,  3) s a l a r y ,  rank,  and rationale l o r  PLRC end the  Boord, and 4) any o d d l t l o n o l  
l n f o r m a t l o n  requ l rod .  

11r1 IIAIINC PRESIDEI~I OR OESICIIEE 3fi,vA//4 111 ot4Ka/ 
D A l E  PRESEllJED T O  CANPUS S U O A f  RCPRESEHIAIIYE , -30 7, .'qo 
S U O A ~ / A ~  SCIIE. C A f I P U S  R E V 1  E W  A i f D  RECOWlCHDAl IOU B Y  

D A I E  OF S U O A f  CAb1PUS R C V I I W  

JlIE ABOVE-E.ICHllOIlID PACKAGE HAS BEEN TORWARDED 10 1111 LOCAL UHIOH B Y  l l l C  CAIIPUS DPA.  

LEVEL 2,  Rot t o  axcood 10 v o r k l n q  days r f l e r  rec+t S ta lew lde  sUOAI/A~SC~~!C r e v l o n  occurs d l ~ r l t l g  ~ I I ~ S  -- ---- 
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 occur  a t  t h l s  l e v e r  p r l o r  l o  f l n a l  Unlon approva l .  Upon sucli opprova l  . . 
SUOAT s h a l l  r e t u r n  a l l  materials t o  the  l n l t l a t l n g  ~ n l v e ' r r l l ~  DPA o r  h l s  der lpneo.  

S U O A ~ / A ~ S C ! ~ E  LOCAL P R E S i O f l l l  O R  DfSIGilEL D o t o  

D I S P O S I  I IOtf  A T  SUOAF LOCAL LEVEL: 
( ) approve proposed rank and s a l a r y  
Comments o r  Recommenda t l o n s :  

( )disapprove proposed rank and s a l a r y  

LEVEL 3 ,  Rot t o  oxccod 10 v o r k l n q  days a f t e r  r a c e l p t  l o c a l  D P A  b r l n g s  paperwork t o  s t a t o v l d e  DrA1s moet lng  
f o r  rev iew.  I f  no f u r t h e r  l s sues  a r l s e ,  the document I s  s l g n s d  b y  and rsmalns v l t l ~  tho Vlco P ros l den t  l o r  
Personnel.  Ihe Vlce President f o r  Personnel  a l s o  p r o v l d e s - i  rig-ned copy t o  t he  $ U O A ~ / ~ ~ S C H [  Loca l  f'rosl- 
dent .  I f  s l g r l l f l c a n t  changes are r s q u l r s d ,  documents a re  r e t u r n e d  a t  L s v e l  1. t l l no r  changos may be e l -  
f e c t e d  by app rop r l a t e  phone consultation. 

D A I E  C O I I S I D C R E D  B Y  DPAts COUtfCIL 

OISPOSIIIOII A T  CouricIL LEVEL :  
approve submiss ion t o  PLRC ( )disapprove submlss lon t o  PERC 

o r  Recomrnenda t l o n s :  

.EVEL -- 4 Vlce P res l don t  f o r  Personnel  subm l t r  package t o  PERC a t  I t s  n e x t  s c l ~ o d u l o d  moot ing. Upor! f E R C  
~ c t l o n  i t  i s  the r s s p o n s l b l l l t y  o f  the  Campus O P A  t o  I n l o r m  t he  campus r n d  Loca l  S U O A T / A ~ S C I I E  r ep reson ta -  
: 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  P L R C  d l s p o s l t l o n .  

IISPOSITIOtf A1 PERC LEVEL: 

A I E  OF B O A R D  APPROVAL 

A l E  Of B O A R D  DISAPPROVAL 


