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State
University

eentral • Eastern • Southern • Western

Office of the President

RESOLUTION

concerning

RECLASSIFICATION OF POSITION

ASSOCIATE DEAN OF ADMINISTRATIVE AFFAIRS (ADMINISTRATOR VII)

to

ASSOCIATE DIRECTOR OF FISCAL AFFAIRS (BURSAR) (ADMINISTRATOR V)

at

EASTERN CONNECTICUT STATE UNIVERSITY

• RESOLVED,

January 10, 1992

That the vacant position of Associate Dean of Administrative
Affairs (Administrator VII) at Eastern Connecticut State
University be reclassified to Associate Director of Fiscal
Affairs (Bursar) (Administrator V), effective January 10,
1992, in accordance with the proposal dated January 7, 1992,
which is attached as an addendum to this resolution.
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President

•
An Equal

Opportunity
Employe,

I



01107/92 09: 49 'U203 456 5508 ECSU -H-+ LUBIN 141 003/007

•
CSU - 2 CONNECTICUT STATE UNIVERSITY

POSITION ACTION REQUEST FORM

ADDENDUM TO BR#92~4

SUBMITIED 1/7/92

BY:. CSU ( 1
ccsu [ 1 scsu (
ecsu lXXI WCSU (

POSITION
ACTION: ESTABLISH ( ) RECLASSifY XX ) OTHER ()

DATE
EFFECTIVE 1/10/92

NATUREOFTHEPOSITION: PERMANENT (XJq FULL-TIME ~Xl TEMPORARY [ J PART·TIME!

POSlllON (Admin. VII)
TITLE: Assoc. Dean Admin. Affairs 7869

CURRENT CLASS CODE

(Admin. V)
Assoc. Dir. of Fiscal Affairs (Bursar) 7921

PROPOSED CLASS CODe

POSITIO~738 CURRENT 2,527.13 PROPOSED 1,742.93
NUMBER-' SALARY $ (65.958) SAlARY $ (45,490) FUND Gen.

--- vacant

BARGAINING
UNIT SUOAF

fROM TO

•
EXPLAIN THE NATURE OF THE PROPOSAL:
To reclassify the currentl~ vacant Associate Dean of Administrative Affairs position (Admin 7)
to Associate Director of Fiscal Affairs (Bursar) (Admin. 5).

JUSTIFICATION:
With the recent retirement of the incumbent, who had been prom:>ted to Admin. 7 j the University
wishes to downgrade this position to provide key emphasis on the University Revenue Collection
Systems. While saviI'lg rJDney for the University. this change will enhance our ability to
be fiscally responsible. Supervision will change from the Vice-President. for Finance and
Administration to the Director of Fiscal Affairs.

$ 20,468.

COST OR ~V'N~0
~~ ........:.//J--,-'~...;:......::YL=--

SIGNED (UNIVERSITY) DATE

•
ATTACH OLD AND NEW STAFFING CHART, (X}J'
JOB DESCRIPTION, AND «»
SUOAF SIGN OFF FORM If REQUIRED K~ 'Campus agreement reached. Need SUGAF local signotf.

MISCELLANEOVS COMMENTS:
7Isa

JAN 7 '92 10:36 203 456 5508 PAGE.003
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Eastern Connecticut State uni~rsity

Asseeiate Dean 01 Admfnistratlve Affair$

(See PB\le 17)

Associate Dean of
Ar.tain Affal rs T

CG)

inistrativa Asst (E)

Fi Ileal Ai:tlI jn
An i stant

(A)

eQd Financial Clerk (G)

leash Ac:cClU'lt Clerk (ti)

leash AcCWlt Clerk (E)

Noventer 1991 Page 18

2133 456 5508 PAGE.004
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•
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•

Associate
Din:ctor 4

ca)

rchaSing Asst (E)

ler~··part·time (A)*

Eastern Connecticut State University
Director af Fiscal Affilin:

($ee Page 17)

Director of
fiscal Affairs

(Ii)

I--sccr;etary 2 CE)

I--ACCOI.ntant :5 (0)
terial StOrage Spv (li)

ccotntant :5 (li)

I--ACC'OU"lt8"lt 1 (~l

ccOU1tant 1 (A)

t-....Asst. AceOO'lttll'lt CAl

inanei..l Clerk CG)

Asst Dir of
fiscal Aff 3

(E)

*Two half-time po$itions

Sprirg 1990

CURRENT

ayroll Of t :2 (G)
ayroll Cler~ (G)
eyroll CLeri: (.a.)

Pa9C 19
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E8st~rn connecticut State University
Associate Dean of Adnlnistrlltive Affljirs

(See pege 17)

Associate Dir. of
~iscal Affeirs 5.

, (G) (8ursar)

~ini$tl'lltiw~t: (~>

Fftic:al AaiJin
Assistont

CAl

~ead Fil"llO::hll Clerk (G)

~sh Account Clerk (0)

~sh Acc:aJ'lt Clerk (E)

Novarber 1991 Ptlge 1B
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•
Associllte

Director 4
(G)

fO$tern ~tieut $t~teuniversity

Director of fiscal Affairs

(See Page 17)

Director of
fiscal Affairs

(6)

1---se.~et8ry2 (E)

PROPOSED

Assoc. Dir. Fiscal I
Affairs (Bursar} 5

(G) ~

•

•

lnaoc:lal Cleri: (G)

II (Payables) (A)

urisl Storage Spi (6)

*T~ halt-time positions

OCOUltlli1t 3 (G)

a:xx..ntant :3 (ei)

CCCUltant 1 (E)

CCOlYltMt 1 CA)

I---Asst. Aow.ntant CA)

inanelal Cl~rk eel

Aut Dir of
fiscal Aff 3

(E)

$)'toll Off 2 (0)
&yroll Cl~ (a)
syroll Cl~ CA)

JAN 7' 92 10: 38

~irg 1990 Page 19

203 456 5508 PAGE.007



•
01107/92 10: 34 'Q'203 456 5508 ECSU

PROPOSED

++-+ LlffiIN

384

141 004/005

POSITION TITLE:

EASTERN ~ICU'l' STATE UNIVERSITY
POSITION DESCRIPTION

ASSOCIATE DIRECTOR OF FISCl\L .AFFAIRS
(BURSAR & BUDGETING)

ADJIlINISTllATlVE JAANK:

DEPARTMENT:

INCUMBENT:

v

FINANCE & ADMINISTRATION

•

•

The incumbent reports to the Director of Fiscal Affairs and is responsible
for (l) the supervision of the Cashier's Office; (2) the administration
and maintenance of a comprehensive student billing and revenue collection
system; (3) the identification and collection of student delinquent
accounts and debts owed to other University offices~ (4) the provision of
comprehensive assistance in the budget preparation, monitoring and
financial presentation process; (5) the supervision of the Office of
Fiscal Affairs in the absence of the Director.

POSITION RESPONSIBILITIES

1. Administers and supervises the operation of the Cashier's Office to
include (a) the proper receipting, recording, safekeeping, and
depositing of all monies collected by or paid to the university,
(b) the preparation of student refund transactions within the
Cashiering module of CSUSIS on a timely basis, (c) ·the maintenance of
appropriate reco~ds concerning student payments and obligations;
(d) the oversight of student tuition and fee waivers.

2. Administers the student billing and revenue collection system
(CSUSIS). Implementation of this system requires on-going
coordination with various university offices to ensure that
appropriate fiscal policies and procedures are designed and
followed.

3. Supervises the collection of delinquent student. accounts and other
overdue obligations owed the University. This responsibility
encompasses (a) the identification and appropri~te documentation of
delinquent accounts; (b) the transfer of delinquent accounts to and
subsequent liaison with the contract collection service;
(c) the maintenance of records to reflect payments made and actions
taken; Cd) the preparation and presentation of appropriate
documentation to effect write-offs of applicable delinquent accounts,
pursuant to statute; and (e) the coordination of collection efforts

JAN 7 '92 11:22
203 456 5508 PAGE.004
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•
4.

5.

6.

7.

8.

of other campus offices (e.g., library fines, equipment, parking
tickets, etc.) to which students owe money.

Recommends University revenue collection and billing procedures and
advises the admdnistration on collection, billing and related matters.
Per£o~ reviews of cash transactions and cash receipt procedures in
all campus offices, as appropriate.

participates in the design, establishment, review and m8intenance of
an ongoing internal and external budget request, monitoring and
reporting system for all funding sources. Serves as a resource person
to departments and senior management about the budget process.

Trains university personnel with budget responsibilities in the use of
budget documents and the process.

Assists in the review of departmental requisitions and contracts for
confonnance to the budget plan and in the compilation and presentation
of data for internal and external reports on financial results.

Supervises the Office of Fiscal Affairs as assigned in the absence of
the Director.

9.

•
performs other duties which do not alter the basic level of
responsibility of the position.

QUALIFICATIONS

Five years of experience in administrative and financial affair~t resource
allocation, and staff supervision. A Master's Degree is required.

'rhese qualifications may be waived for individuals with appropriate
alternate experience.

•

For the university

11/26/91

JAN 7 '92 11:22

Date For the union Date

203 456 5508 PAGE.005
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• EASTERN CONNECTICUT STATE UNIVERSITY
POSITION DESCRIPTION

5

•..._-

POSITION TITLE: ASSOCIATE DEAN FOR FINANCE & J\DlI1INISTRATION

ADMINISTRATIVE~: VII

DEPARTMENT: ADMINISTRATIVE AFFAIRS

INCUMBENT: FREDERICK HERBERT

The incumbent reports di~ectly to the Vice-Fresident for Finance &
Administration and is responsible for (1) the supervision of the
Cashier's Office; (2) the admdnistration and maintenance of a
comprehensive student billing and revenue collection system; (3) the
coordination of the issuance of student promissory notes; (4) the
identification and collection of student delinquent accounts; (5) the
coordination of the initiation and processing of all University
requests for insurance cover~ge and special parmits; (6) the
management of collection efforts by selected campus offices; (7) the
provision of general assistance in budget preparation projects.

POSITION RESPONSIBILITIES

1. Adrodnister and supervise the operation of the Cashier's Office to
include (a) the proper receipting, recording, safekeeping, and
depositing of all monies collected by or paid to the university;
(b) the preparation of student refunds on a timely basis; (c) the
maintenance of appropriate records conce~in9 student payments and
obligations.

2. Administers the student billing and revenue collection system.
Implementation of this system requires on-going coordination with
various University offices to insure that appropriate support is
provided for major student registration sessions and similar
exercises.

3. As designee of the Vice-President, coordinate the interaction of
various admdnistrative offices to insure that appropriate support
is provided for major student registration sessions and similar
exerciSeS.

4. Coordinate the issuance of promissory notes to students to
determine that students have appropriate resources to make full
payment on the notes and that adequate procedures are developed
and maintained to expedite the payment of outstanding notes.

5. Coordinate the initiation and processing of (1) requests for
insurance to the state Insurance Purchasing Board and (2) request
for special permits, such as alCOhol permits, for University

...........~.

•
JAN 7 '92 11:21 203 456 5508 PAGE.002
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6. Administer the student insurance account to insure (a) that a
budget plan is developed and monitored and (b) that appropriate
premium charges are dete~ined so that correct payment to the
insurer is proCessed.

7. Supervise the collection of delinquent accounts owed the University
by former and current students. This responsibility encompasses
(a) the identification and appropriate documentation of delinquent
accounts; (b) liaison with the contract collection service; (c)
maintenance of records to reflect payments made and actions taken
and (d) preparation and presentation of appropriate document to
acquire Governor's write-off of applicable delinquent accounts.

8. Coordinate the management of collection efforts of those campus
offices (e.g., library fines, towels, parking tickets, etc.) to
which students owe money. Develop and implement procedures for
the collection of student debts.

9. Assist in the preparation of institutional budget documents and
other re~ests for financial infonmation as required.

10. Coordinates and Implements University support for the CSU/SIS
system.

11. Supervises the copy center.

12. Performs other duties which do not alter the basic level of
responsibility of the position.

QUALIFICATIONS

Six years of experience in administrative affairs including financial
affairs, resource allocation, and staff supervision. A Master's Degree
is required.

These qualifications may be waived for individuals with appropriate
alternate experience.

For die University

12/2/88

Date For the union Date

"......~;...,:

•
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lnforlatlon r.qulr,d. /) ~

I.J1IATI.' 'I£SI8[lt 01 D[SI;I([ ~~~
DAft "UEITEt TO CJMPIlS $UOAF tEPI£SUUTIY[ Campus agreement reached. Requires

SUOAr/AUCNt (WIS ttVItw AID IECOfM:IOUIOII IV local SUOAF signefi •.
OATC Or SUOAr CAMPUS IEVIEV~ _
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•

LUtl Z.I ht te II"" 10 ",,,UI, hI! Ifter ncllpt Stattvld SaOAr/AnCH[ rnllv teelt. ~1It1a. ns.
hter"l. r.rther ••••thUo••'J occur ,t tu. 1n.1 prior to f II alllOi .pproYll. 'pOIl *,ck .ppronl
SUOAr ••,11 t.t,rl .11 ••t,rl,l. to the tal til' DII1,.rslt, O. r 1. dtl~lft.• ~ , .

SUOnJ.FSCHt LOCA" nUIIUT 01 DEUIl.t£ 0- Date 'b 0 ._~~l-)"'-" _
D1S'0$1110. AT SaOAr lOCAL l[YEL~

( ) 'ppro.1 propos.d r•••••d s.t,rr ( )dl••pprovt ptOpo.ld r,.t I.d 'II,r,.
. COII.nt, or t.co...n~ltlonst

DATE RETURNED 10 LOCAL OPA~nmm ~

l£YEl'd lot t. tIC'" 10 -.r.ll1 4'71 titer rec.lpt LOCll DfA 'rllg. p,ptrwork to .tlt,vid, D'A', .,.tin;
for r,,!lv. If 10 fart~tr hlat' .,.h., th. doc....t Is 11glltcl b,. ,nd ,."t1n. "ltll ttt. Ylc. Predd.nt for
'ItlOII..l. 1111. Vic. 'r••ld,d for Plnoilld d.o ,proddt. I .Ign.d clOP,. to the SUOAFIAFSCME LDCal '''51
·dlnt. 1f Iltll1nc,nt chag•• In rlqlllrid, doeR.nh .r. nturll.d It In.l 1. Minor c••ngtt 111 b••f
f,ct,d by .pproprlat. p.ont consult,tlon.

DATE eOUIDtiED BY D'A'. COVIICIL CD /:2 7 L~·l
r .

OIS~SITIOII AT COUIICll LEVEL:
(~!ppro" .'bel.slan to 'EIC ( )dl••ppro~1 labai•• lon to 'ERC
COilIAt, Or ',co",ad.tlons:

ncr 1I[1IDEIl rOI ,mOllca"" h'1Z"wI;<- om y(K/.z c-
Lon' VIet 'rtddut for hraonntl lub.it, plCtig. to PERC It Us nut sch.dul.d •••Ung. Upon PERC
.ctien it 1, the responsibility of tb. C,.pUI OPA to infor. the C'.pUI .nd Loc.l $UOAr/ArSCME t.pr.s.ntl~
til' Ind .pproprl.t•••••g'..nt officill. of PERC di.posltloll.
DISPOSITIOI AT PEIC LEVEL:

~.pprov'd ( )dlllpprOVld
DATt---LlS}g-a. _
UlE or IOARD APPIDVAl_ .' J10 jetd.-
DAT£ or SOARD DIsAPPtOV1L~ ____

OYER roa APPLICABLE P051T101 DESCRIPTIO"
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