
STATE O F  C O N N E C T I C U T  
BOARD OF TRUSTEES 

FOR TIiE STATE COLLEGES 

P. 0. Box 2008 NEW RRITAIN. CONN.II.~TICUT 06050 
82&-&700 

TEL. NEW BRITAIN. 203- a T % F l x x B - 8  

AUTHORIZING RESOLUTION 

concerning 

The Establishment of a New Position 

at Southern Connecticut State College 

Assistant in Public Affairs and Publications, Administrator I 

March 10, 1978 

RESOLVED, That the position, Assistant in Public Affairs and 

Publications, Administrator I, be established at 

Southern Connecticut State College effective March 10, 

1978, in accordance with all provisions and expectations 

as set forth in the accompanying proposal dated 

February 28, 1978. 

A Certified True Copy: 

James A. Frost 
Executive Director 



*12/?.2777 . 
ALTERATION OF A CURRENT POSITION OR E S T A B L I S I ~ N T  OF NEW POSITION 

IN THE UNCLASSIFIED SERVI5Z 

To: Executive Off icer  f o r  Faculty and S ta f f  Affa i r s  

Southern Connecticut S t a t e  College, Manson Van B.Jennings 

Pres ident  

Concerning : x New Pos i t  ion, Exis t ing  Posi t ion @ a c a n t / ~ i l l e d )  

Proposal: 

To e s t ab l i sh  a posi t ion i n  the Public Affairs  Office. 

Proposed Posit ion: 

Z'tle/Rank Assis tant  i n  Public Affairs  and Publications (Admin. I) -.. 
(see 

12 mos. $12,000 attached) General AFS CME 
10 o r  12 mo. Sa la ry  Level Fund (Gen., Bargaining Unit 
Full-Part-Time Ed. Ext., Aux.) 
Temp. - Perm. 

3. Slmrmary of  Function (attach required job descr ipt ion)  

See a t  t'ached 

4. Rationale f o r m s  Establ ishing ~ o s i t i o n  

See attached ' 

5.  Conditions of  Employlnent i f  Changed o r  ~ i f f e i e n t  from Norm. 

Conditions of employment t o  remain the same. 

, i.. . . 

- 
Central  Office Use 

Approved: 
Consultation with Bargaining Unit . ' 2-12 / S / , ?  y' 

Comp le ied 2 1 2  7 (7 
. 1. ForSubmissiontoPERC ! 

2. B y  Committee/~oard 

Comments: 

Date Signature  

+. 

i 



I ~ fp r&~~ar tmenf  Message 
~f0-201 ~ ~ ~ . 3 / 7 4  STATE O f  COPiNECTlCUr 
(Stock lF+rtr'938-051-01) 

. .- . .  . 
SAVE TIME: Hmrdwrirtrn rnumgu .is0 uurptabIu. 
.UJI wbm i/ yorr r s d y  nscd r copr. I! rypwrittm, ignolg fan# lines. 

1 
SU~JECT 
t hZkloynent of F1L73-?'ilm Publications S p e c i d i s t  

-- --.-- 
The need for professional persome1 t o  a s s i s t  i n  the preparafAon of - 

-College?,ubEc;?.tf 0%--hzs-been -zpparenY f or - the last rlecacla:----D.~xing~-.ItI~i~ 
period,-%he.-Public _Affaiss-r:mL'ice -has h&to- r e l y  .on. p a r $ - t i m e - p e r s a n n e L  

. t o  assist the Director  of PubLic Mfairs i n  prepmifig a l l  of 5 . t ~  regular 
- - - - ~ a b l i c a t i o n s  ,-- _ . _ I _  . ------.----- 

--- ---- -- 
IJithin recent months, this nssd f o r  full-time assistance t o  help 

prep&-College ~ f ~ ~ e r s - ~ - ' c a t a I o g s  -has- became even fi6Ye-ap2afentTs5CS"C - 
--.- h a  bec3re~nor'e- c o ~ t t e d _ % o - k h e  ztAe;rpt .to.-co.munica%e -better-with - 

~ r o ~ e c t i v s  and enrolled studentss, Yne r e s u l t  has  bclen an increased ~rorkload 
I -&ch sLnply.-no lon;er  -.ban be * handlsd by tKe-Direct or-02- DubLic ?Cff a5rs -Liie-- 

-- addi%Lon-&-his -duties-of acMnis tez5.w - h i s a t h e r  p'txblic- af'failrs -operaLZons - 
-c.%. --public hi'ormation, sports i n T o m t i o n ,  alumni r e l a t i 6 n s  and funrt --- -- -- A- - r%~ing;~s-~JeU as ikt ew-dup l i ca t&g  asid p u b ~ c a t ~ o i i - G e ~ c e s ,  

- -- -. - . - - --- -. _ ___  --_-_ _ _  I_I__- 
---I-.---- 

SCSC is nmr comi t t ed  t o  the  S ta te  College Task Force on Q u a l i t y  
,- --- ----- P-&fissions;-At -SCSC,. pre l i i i -  plans c z l -  f o f  increased-publieations 
.- - ~ ~ o r k , - ~  --.or. these 9ublicztion.s recpire -the need for a full-%L%-coqeten-k--- 

m i t e r  and publicat ions assistat % J ~ O  %Ti l l  devote h i s  or her  tine to this -- --- -- -- S a s k , ( ~ ' 3 i ; ~ E h r  - f i i ~ € i i i  pos i t ion  f d i p u b l i c a t i o n s  6ki.sG -a5-CenL~*d. 
- .Comsct2cutState  .College,)---Tne z k t a c h e U s - L  of priblicatioas-planned-f or- 
1977-78, as well as p r e l i . ?  p h  for i n t e r n a l  publications,  gives a t  - -- --- -- 
a g~~c~-~the-v3L~-or7.rOrk-to"be done-iii-+,his ar€a, -Xt-&npEf czn12; be 

- ---dons-%~.ith-%hr?-li.nitcd a~ount - of time I - can g i ~ e  to pablicakions -~ad-s%iU, 

- zcL'1?3nister t h e  2ubl ic   sfa airs off ice  and at tend t o  oC!ar geenerd College _ _  _ _ _ _ * _ _ _  -- _. -- __.___->-. __- - --- . --I- --A- - - - -.- 
. ies2oii33bili t ies.  - - 

---- -- ------. - 

-. 
It is  for this reason t h a t  I reccmnd t h a t  the College elnp&p3"2gs, . - - -  

1&rsha ,%bGZochran on a - fu l l - the  basis at- the  rsnk of -~\&-?i&strator I on 
- - a Tempormy- Contrect, -- I-ks, Rabe-CocPaul, a s w a  cun laude - and Pi15.- -13e-P.a--- --- 

* - - Ka?pa graduate of Yale, i s  an excexlent f r ee - l ace  miter who has &a a~$icles- 
- printed %I numrous nat iondl  and regional publications, includihg People 

- and Seventeen and h a  htrd -one accepted by t h e  Ii-r York Bnss ?kg+zineo F -also--- - - -  
..- . no* he r  sk5.U.s as t h e  senior Z i l n  revierrer and a book c r i t i c  20r t h e  !Is? ----- - 

Eaven Eegister,  She has been eA-lwJred part-ti~z and fi3.1-tine, for the 
- E?Z%-year, i n  the ?ublic -'II"fzirs Office, During this t*e she has -displayed -- 

-.- - . excepticn2l abili-ty as a p ~ b l i c a t i o m  ~ r r i t e r ,  and has been mainly-responsible--.- 
for  the t. d i t o r i a l  contents of t h e  nuwrous acadeilic flyers we have published 

c -- within the l&t 10 months, - She has a l s o  dis2layed ?o"scntiaL as a production - -  

- . . speciaXst  for r , t~blicztions,  hkl7ing t o  coordinate such f*.mctions 2s .design ,--,- 
lzyout, ~ a ~ u c s ,  tne-setting and printing. The Colleze, thus, can take 
3minedizte a d r a n t q e  of her  and knoirled,e 02 p u b l i c i t i ~ n s  at -SCSC- as. ----' 

--nore-- 
SAVE TIME: If commiur, b&& w f y  $0 s& on t b i ~  Idme $be#. 





JOB DESCRIPTION: Assistant in public Af f airs and Publications 

RANK: Administrator I 

-. 

PREPARATION : . 

A college degree and experience as a publications and newspaper or maga- 
zine writer required. Experience in writing and editing and publications 
preferred. Knowledge of publication design and prcedures desirable. 

JOB RESPONSIBILITIES : 

1. Serves as the principal writer for the preparation of written material 
to be used in College publications. 

2. Assists the Director of Public Affairs and Publication in editing 
major college publications such as the Undergraduate and Graduate 
catalogs; the Extension Fund bulletins, the Student Handbook, and 
Faculty Handbook. 

3. Serves as assistant editor in the production of the Alumni Newsletter. 

4. Coordinates the proof-reading for all College publications. 

5 ,  Works with department chairmen in developing copy and design for 
flyers on specific academic programs at the College, 

6. Coordinates and writes copy for the production of internally-prepared 
publications on various student affairs functions. 

7. Serves,as a general publication specialist, assisting the Director of 
Public Affairs and Publications in coordinating the design, editorial 
preparation and production of College publications. 

8, When appropriate, assists the Public Affairs Office in the preparation 
of public information materials. 



~n!erdkpartrnent Message 
 ST^-201 R E V .  3/74 S T A T E  OF C O N N E C T I C U T  

(S tock  No.  6.938-051-01) 

SAVE 'TIME: H a d w i l l e n  meJlagrs are occeptablr. 

Use carbon if you redly need a copy. I f  typewrittun, ignore faint l i n # ~ .  

: 
I RAME 1 T I T L E  D A T E  I 

e 
I SCSC I I 

I 

Ftom 
S U B J E C T  

Employment of Ms. Marsha Rabe-Cochran 

Michael Adanti,  Direc tor  

AGENc.,csc 

. - i 
-. - Ms..Marsha &be-Cochran was employed on a five-month temporary 

c o n t r a c t  on February 10,  1978, t o  a s s i s t  the  Director  of Pub l ic  A f f a i r s  
- - - - a n d  Pub l ica t ions  i n  t h e  prepara t ion of publ ica t ions  t h i s  spring.  

Personnel Administration I 2-23-78 
ADDRESS I 

i 

1 NAME 

John P. Mat t ia ,  Direc tor  
*AGENCY 

It was urgent  t o  employ h e r  on an emergency b a s i s  a t  t h i s  t i m e  
- s i n c e  t h e  College has  suddenly decided t o  increase  i t s  output  of College 

- - -- publ ica t ions  t o  b e t t e r  communicate with prospective and enro l l ed  students.  
Many of these  m a t e r i a l s  need t o  be ready by l a t e  summer and e a r l y  f a l l  f o r  

- u s e  by t h e  Admissions Off ice ;  hence, it i s  necessary t o  p repare  them during 
t h e  pe r iod  between February and August. 

T l T L L  I T E L E P H O N E  

Pub l i c  A f f a i r s  I 4225 1 
ADDRESS i 

. . On February 1, t h e  College Cabinet agreed t h a t  t h e  need f o r  a f u l l -  
t ime pub l ica t ions  s p e c i a l i s t  was urgently needed now i n  o rder  t o  promptly 
p repare  those  m a t e r i a l s  needed f o r  prospective and enro l l ed  students.  This 
need a l s o  was c i t e d  i n  t h e  f i n a l  r epor t  presented by t h e  Task Force on the  
S t a t e  of t h e  College i n  1977. B e  need f o r  a d d i t i o n a l  communication de- @ v i c e s  a l s o  was s t a t e d  i n  meetings he ld  by t h e  J o i n t  S t a t e  College Task 
Force on Qual i ty  Admissions and t h e  SCSC Task Force on Qual i ty  Admissions, 

- - -  . -  which have been organized wi th in  t h e  l a s t  t h r e e  months. 

. . -  . It t h e r e f o r e  was necessary  t o  employ Mrs. Rabe-Cochran on a temporary 

emergency b a s i s  f o r  t h e  nex t  f ive  months. It a l s o  i s  agreed t h a t  an Affirma- 
tive Action search w i l l  be launched s h o r t l y  t o  f i l l  t h e  p o s i t i o n  on a regular  
b a s i s  e f f e c t i v e  i n  August 1978 a t  t h e  rank of Administrator  I. 

SAVE T I M E :  If ~ m a i s a r ,  bond- wply  ro r& on r b i ~  saar sbsd. 


