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Office of the President

RESOLUTION

concerning

RECLASSIFICATION OF POSITION

ASSISTANT DIRECTOR OF HOUSING/ADMINISTRATOR III
to

ASSISTANT DEAN OF STUDENT AFFAIRS/ADMINISTRATOR IV

at

SOUTHERN CONNECTICUT STATE UNIVERSITY

• RESOLVED,

September 6, 1991

That the position of Assistant Director of Housing/
Administrator III at Southern Connecticut State University
be reclassified to Assistant Dean of Student Affairs/
Administrator IV, effective September 9, 1991, in
accordance with all provisions and expectations set forth
in the proposal dated August 20, 1991, which is attached as
an addendum to this resolution.

A Certified True Copy:

rI~
Dallas K. Beal
President

•
An Equal

Opportunity
Employer
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ATTACHMENT TO BR#91-123
CONNECTICUT STATE UNIVERSITY
POSITION ACTION REQUEST FORM
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CSU - 2

SUBMmED 8L20/9]

ElY: CSU I ]
[X J• cau I ] SCSU

EGU ( J WCSU ( )

POSITION DATE
ACTION: ESTABLISH ( ) RECLASSIFY ( X) OTHER () EffECTIVE Sept. 9/91

NATURE OFTHE POSITION: PERMANENT IXl FUll-TIME (xi TEMPORARY [ ] PART-TIMEt )

POSITION Assistant Director of Assistant Dean of StUdent ..

TITLE: Housing, Administrator III Affairs, Administrator IV
CURRENT cLA~cobe PROPOSED CLASS CODE

posmON CURRENT PROPOSED BARGAINING
NUMBER 4295 SALARY $ 44~456 SALARY $ 44,456 fUND Aux. UNIT -SUOAF-.

TOfROM

•

EXPLAIN THE NATURE OF THE PROPOSAL:

To reclassify the position of Assistant Director of Housing, Administrator III,
to.Assistant Dean of Student Affairs, Administrator IV~

f? I(}..OJ~
DATE

-0-

COST Q6- SAVINGS

$

• JUSTIFICATION: .
This reclassification is necessary to reflect the increased scope and level

of responsibility of this posit1on. Under the direct supervision of the Associ~te Dean
of Student Affair; the Assistant Dean of StUdent Affairs has assumed a variety of responsibilitie~

in the areas of student life which enhances the quality of student life. He assists in the
organization and management of the student judicial systems and serves as a University Hearing
Officer for University judicial cases. He serves as the immediate contact person for any
student judicial problems arising in any of the student residence halls and Connecticut Hall
in the evening hours. This position also assists the Associate Dean of Student Affairs with the
daily management of the total housing operation. More specifically. he coordinates the
daily assignments of placements into the residence halls; the daily administration of the
University's Food Service contract in Connecticut Hall (note: at Southern the food service
contract is a~ministered/approvedby the residence life area); the administration of the
housing student payroil program; the coordination of the maintenance program of the residence
hall damage bil11ng program; and assists in the supervision of prQfessional staff members.

~¥J :B~SIGED (UN VERSIT~~

ATTA~HOLOANDNEW5TAFFINGCHART. ( )
JOB DESCRIPTION, AND ( )
SUQAFSIGN OfF fOAM IF REQUIRED ( )

MISCELlANEOUS COMMENTS:
.7/S8
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SOUTHERN CONNECTICUT STATE UNIVERSITY'
Assistant Dean of StudentAft'ainlRestdenee Life/Administrator IV

posmON SUMMARY

P.S

•

•

Under the general supervision of the Associate Dean ofStudent Affairs/Residenee
life, the Assistant Dean of Student AffairsJResidence Life coordinates the dal1y
o~rations of the housing area. He/she is responsible for the computerized
assigning ofundergraduate students to University housing and is in charge of billing
and collections of housing fees. In addition. he/she works directly with the
University food service operation on the daily matters affecting Connecticut Hall.
Also, he/she works to coordinate the housing student employment payroll program,
the daily inspections of the residence halls for cleanliness and safety reasons, the
university facility usage when more than one facility is required, and also acts in the
absence of the Associate Dean of Student AffairslResidence life.

POSITION RESPONSmILITIES

Coordinates the assigning and reassigning ofundergraduate students to University
housing through a computerized reservations system for the academic year. Also,
responsible for maintaining accurate computerized records of occupancy and yearly
statistical data.

Coordinates and implements the computerized billing procedures for payment of
the housing deposit and balance of fees.

Responsible for the daily coordination of adds and drops for on-campus housing.

Coordinates the hall transfers and room transfers, the housing extension list for
balanee and total payments. and the housing waitiilg list for assignment and
placement into the residence halls.

Coordinates the residence hall damage billing program for all the residence halls.

Responsible for th~ daily coordination of the food service in Connecticut Hall.
Works with the Director of the Dining Services to ensure that the University food
service contract is in compli~nce with the standards the University has set.

Responsible for the coordination of the student employment payroll program of the
housing area. .
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•

•

•

Responsible for daily inspections and walk throughs of the residence halls including
Connecticut Hall with regard to maintenance, safety, and cleanliness of the
buildings•

. Coordinates the University facility usage when more than one facility is required.

Acts in the absence of the Associate Dean of Student AffairsIResidence llie.

Assists the Associate Dean Qf Student AffairsIResidence Life in the general
operations of the housing area. .

Acts as an altema~ to the University Hearing Officer when required.

Assists the Associate Dean of Student Affairs/Residence Ufe in the selection and
training of new Residence Ha~ Directors.

Counsels and advises students.

Coordinates all housing accounts and advises the Inter-Residence Council.

Prepares and compiles reports as needed.

Perfonns other duties and responsibiijties relat~d to those enumerated above which
do not alter the basic level of responsibility of the position.

EDUCATION AND EXPERIENCE

Four years of experience in University Housing or a student services area
demonstrating: (a) ability to relate effectively with students and staff, (b) broad
knowledge ofho~ingprograms, and (c) supervisory ability, (d) computer
experience is desirable. A Master's degree is required. These qualifications may be
waived for individuals with appropriate alternate experience.
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rOI!' . All .I.CUIIES.

Posl~lol1 UtI, hS5ish:.ot A,g,o cst: SnlF14'1t .A~Cblt:;., &;IN!. :oc
CaJpltli Sc..s\) Date ~ 1...:.'l.,L' _

!£YEl 1, .'f' C3.pU. DPA cr'3te~ and pr,slnts p.cia~. to Chapter leyel SUOAF/ArSCME deslg••• 'for r.vliv.
Athch••nts shall hclade tlte fallaviag lb., vh.re .ppllcab1e: 1). copy 0' this sll.et, 2) nev and

forl.r pasitl•• descriptions, 3) salary, rank, and rational, for PEIC lad tb, lalrd t aad ~) any additional
lnforllltlod required..·. .
IJfITIlTIRG 'IESIDtlCT OR DESIGIf£E' (leAN Yr1. "R.dlA1i.~_.:A .~ _

DAfE 'R£S£IT[I,10 CIMPUS $UOAr ~£PRES£N~IVE. ~~: --. ~ ~~__

SUOAr/ArSCM£ CAMPUS R£VIEW .In IECOMMERD1TIOI 8Y ~ ~ ~ ____
GATt or SUOAr CAMPUS R£VItV':- --:. _

TH( ABOVE.M£ftllOatD PACIAGE lAS BEEN 'ORVAIDED TO .THE lOCAL UNIOK BY THE CAMfas DP1.

LEVEl t, lot to tl~••d 10 VOtl!ll, 'ays aner receipt Shttvlde SOGAr/AFSCME tevlev occurs during this
interval. further ",gatbUon 13f occur tt this !ivaI prior to final V" n approval. llPllA ~uch ;pproval
SUOAf .11111 rlhrn all .ahrhls to t". iftithtln Unh r,si' or 1 .sl91l••?~_ -_
SUGAr/ArsrJ4£ lOCAL PREStD£JJ OR 'ESIGNEE V at, .. :l~d... __,....1 _

DI;fOSITION AT SUGAr ~OCAl lE1El: 1
.(~ approv~pt.posed rant Ind salary ( )dlsappro't propos.d rank and salary
Comments Ot R.co...ndalioll$:

DAlE RETURftED 10 LOCAL DPA:...- _

lEVEL'! lot. t. exceed 10 vorlein, days Ift.r rtC~~pt local OPA brings pap.~orl h state\tid. DPA '5 muting
for '.Yiev. If 110 further issutS arist, tbe docUlIent is signed by and renins vith the Vice Preddent for
Personnel. The ViCI PnSident for Personnel also praddu a sllfned copy to the SUOAFjAFSCM£ local Presi­
denf. If significant changu are required, docUlllents ar. rehn.d at level 1. Minor changes lIay be ef-
fected by appr09riate phone consult,tioR. .

DATE CONSIDUEI IV OPAls COUNCIL 8l4£121
DIS~SITION AT COUNCIL lEVEt:
(~pprDve ~ub.lss1od to 'ERC ( )dts1pprov' 'Qb-isslon to PERC
CO_lent. Dr Reco"8nd.tlCR~:

LEVEl \ ·Vie. 'nsldent fot Personnel sub.its package to 'UC d its nfllt scb~dlJltd ...ting. Upon PERC
action it is the responsibility 01 the ClI-PUS OU to lnfor. the call1ptls Ind lonl SUOAFjlrsCM£ rtpttcenta­
tiv, and appropriate lanag•••nt officials of PERC disposition.
DISPOSITION AT 'ERC ~EVEt=

(~pprOYed ( )dl.~pprov.d

UTE •'8/1'38191
GATE or 8GAIn AP'lOVAL __

OATt or BOARD DIS1P,tOVAl-------------

OVER rot APPLICABLE 'OSITID" 8EscaIPT~ON
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