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RESOLUTION 

concerning 

RECLASSIFICATION OF POSITION 

ASSISTANT TO THE DIRECTOR OF COOPERATIVE EDuCATION/ADMINISTRATOR 11 
to 

ASSISTANT DIRECTOR OF CAREER SERVICES AND COOPERATIVE EDUCATION/ 
ADMINISTRATOR I11 

CENTRAL CONNECTICUT STATE UNIVERSITY 

September 7, 1990 

RESOLVED, That the position of Assistant to the Director of Cooperative 
Education/Administrator I1 be reclassified to Assistant 
Director of Career Services and Cooperative Education1 
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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Ccntl-a1 Co~~r~ r . c  t i c u t  Sta t c  U I I ~  v~:~.:i ly 

P o s i t i o n  T i t l e :  A s s i s t a n t  t o  t l ~ c  Director, Coopcrat i v c  r f l ~ ~ c a t i o n  -- ----- - ----- - -- - -  - - . - - - - -  - -- 

Ad rn in i s t r a t i v c  Rank: Adn~i n i  s t r a  t o r  1 I - ---- ---- -- -.-- ----- -- 

Dcpar tment : Coopcra t i  ve E d u c ~  t i o n  -- ------ - - . - - - -- - - - - - - 

POS I T  I ON SUl.lt lARY : 

Under supervision o f  the D i r e c t o r  o f  Coopcra t i v e  Cducation, t h i s  p o s i  t i o n  
w i l l  be r e s p o n s i b l e  f o r  p r o v i d i n q  d i r e c t  i n t e r n a l  suppor t  s c r v i c e s  t o  co-op 
s tuden ts ,  i n c l u d i n g  b u t  n o t  1  i m i  t ed  to: proqram r c c r u i  t r ~ ~ c n t ;  p r e - i n t a k e ,  pos t  
i n t a k e ,  c a r c e r  and academic adv i s i ng ;  placcrncnt r c f c r r a l s ;  r e c o r d  keeping; 
t each ing  Co-op Carccr Dcvelopment Scminars; and r c l a t c d  s c r v i c e s .  

::.@ Advis inq:  Conduct i n d i v i d u a l  and oroup o r i e n t a t  i o n l a d v i s  i n g  s c s s i o l ~ s  w i  t h  
.incominq co-op s tuden ts  and parents .  P rov ide  acadelr~ic schedu l ing  adv i s i np .  
P rov idc  ca rcer  counse l i ng  and i n d i v i d u a l  and aroup ass i s tance  i n  p r e p a r i n g  
s tudents  f o r  j o b  placement. Teaches Co-op Career Dcvelopment Seminars. 

Recruitment: P l a n  and implement r e c r u i  tment ac t i v i  t i e s  such as: nieetings 
w i t h  auidance counselors ,  p a r t i c i p a t i o n  i n  " c o l  l e p e  n i g h t "  programs, conduct- 
i n g  "opcn house" meet ings,  p repa r i ng  m a t e r i a l s  f o r  m a i l i n g s ,  and t h e  l i k e .  

Placement r e f e r r a l s :  A s s i s t  i n  r e f e r r i n g  s tuden ts  f o r  co-op placements, 
a r rang ing  i n t e r v i e w s ,  and the  l i k e .  

O f f i ce  adm in i s t r a t i on : .  A s s i s t  i n  m a i n t a i n i n g  f i l e s  and records  o f  a c t i v i t i e s  
o f  the p o s i t i o n .  

Performs o t h e r  d u t i e s  and r e s p o n s i b i l i t i e s  r e l a t e d  t o  those enun~erated above 
which do n o t  a l t e r  t he  b a s i c  l e v e l  o f  r e s p o n s i b i l i t y  o f  t h e  p o s i t i o n .  

OUALIFICATIONS: 

Bachelor 's  Dcgrce r c q ~ ~ i  red.  Mas te r ' s  Dcprcc i n  c a r c c r  counsel  i np, s tudcn t  
personnel i n  h i g h e r  cduca t i o n  o r  r c l a  t c d  acadcn~ic  C i c l d  p r e f e r r e d .  Excel l e n t  
o r a l  and w r i t i n g  s k i l l s  and a b i l i t y  t o  r e l a t e  w i t h  c o l l c o e  s tuden ts  requ i red .  

Rc la ted  work cxper i cnce  i n  the p r i v a t e  o r  pub1 i c  s e c t o r  p r c f c r r c d .  


