
RESOLUTION 

concern inq 

Central Connecticut State University a New Brita~n Southern Connecticut State University a New Haven 
Eastern Connecticut State University a Willimantic Western Connecticut State University Danbury 

RECLASSIFICATION OF POSITION 

ASSISTANT TO THE DIRECTOR OF STUDENT ACTIVITY PROGRAMS & 
STUDENT LEADERSHIP DEVELO~/ADMINISTRATOR I1 

to 
ASSISTANT D I R E ~ R  OF STUDENT zicrrvIm PROGRAMS ti 
STUDENT LEADERSHIP DEVELOPMENT/ACElINISTRATOR I11 

CENTRAL CONNECTICUT STATE UNIVERSITY 

FEBRUARY 5, 1988 

RESOLVED, That the position, Assistant to the Director of 
Student Activity Programs & Student Leadership 
Development/Administrator 11, at Central 
Connecticut State University be reclassified to 
Assistant to the Director of Student Activity 
Program & Student Leadership ~evelopsnent/ 
Administrator 111, effective February 5, 1988, in 
accordance with the attached proposal dated 
November 13, 1987. 

A cedified True Copy: 

President 

An Equal Opportunity Employer 





Cent ra l  Connect icu t  S t a t e  U n i v e r s i t y  

POSITION DESCRIPTION 

~ o k i t i o n  T i t l e :  A s s i s t a n t  t o  t h e  D i rec tor -Program (Student  Center )  

A d m i n i s t r a t i v e  Rank: A d m i n i s t r a t o r  I 1  
4 

Depa~tment  : Student Center 

Superv isor (s )  P o s l t i o n / T i t l e :  D i r e c t o r  df ~ t u d e n t - ~ e n t t r / l & & $ f l ~ ~ ~  
&3k&s<6*4a4.4~ 

POSITION SUMMARY 

Serves as an adv i so r  t o  program areas o f  t he  Cent ra l  Connect icut  S ta te  
U n i v e r s i t y  Student Center as assigned under the  s u p e r v i s i o n  o f  t h e  Ass i s tan t  
Di rector-Program and w i l l  have concern f o r  t h e  qua1 i t y  o f  t h e  exper ience o f  
t h e  student  vo lun tee rs ,  t h e i r  personal  development, committee management, and 
func t ion ,  as w e l l  as be p a r t  o f  an a d m i n i s t r a t i v e  f a c u l t y  team rega rd ing  
f i s c a l  and p o l i c y  concerns. 

POSITION RESPONSIBILITIES 

1. Acts as f a c u l t y  adv i so r  t o  ass igned Program c o u n c i l  committees and 
programs. 

@ 2. serves as a  resource person i n  a l l  aspects o f  r e c r e a t i o n a l ,  educa t i ona l ,  
sac la1  and c u l t u r a l  progrdm p lann ing ,  c o n t r a c t i n g ,  budget ing ,  
implementat ion and e v a l u a t i o n .  . . 

3. I n v o l v e d  i n  deve lop ing  and imp1 ement i ng ongoing s tudent  devel opment 
programs such as Leadersh ip  Re t rea ts ,  Workshops, Mentor ing,  and t h e  
Second C u r r i c u l  urn, 

4.  A s s i s t s  i n  t h e  administration and s u p e r v i s i o n  o f  a l l  aspects o f  t h e  
program area i n c l u d i n g  s t a f f ,  vo lun tee rs ,  f inances,  c o n t r a c t s ,  r e p o r t s ,  
a c t i v i t y  supervision, and adherence t o  S ta te  and U n i v e r s i t y  po l  i c y .  

5. A r t i c u l a t e s  t h e  r o l e  o f  a c t i v i t i e s  and t h e  c o l l e g e  un ion  t o  t h e  members 
o f  t h e  campus community. 

6. - Works c l o s e l y  w i t h  o t h e r  s t a f f  members o f  t h e  o r g a n i z a t i o n  i n  promot ing 
t h e  goa ls  o f  t h e  Student Center and Student Center Program Counc i l .  

7 .  ' At tends s t a f f  meetfngs and Program Counci l  and Execut ive  Counc i l  meetings. 

8. Aids i n  t r a i n i n g  and s u p e r v i s i o n  o f  Graduate I n t e r n s .  

9. Co-operates c l o s e l y  w l t h  o t h e r  s tudent  personnel s t a f f ,  a d m i n i s t r a t i v e  
o f f i c e s ,  acadernlc departments, and i n d i v i d u a l  f a c u l t y  i n  Implementing, 

0 
promoting, and c o o r d i n a t i n g  programs and se rv i ces .  

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



CENTRAL. CONNECTICUT STATE UNIVERSITY 

P O S I T I O N  D E S C R I P T I O N  

Position Title: Assistant Director - Student Activity Programs & Student 
Leadership Development 

Rank: Administrator I11 

Department: Student Affairs 

Supervisor's Title: Director - Student Activity Programs & Student 
Leadership Development 

POSITION SUMMARY 

Assists Director in the administration of the Student Activities Program 
Office. 

POSITION RESPONSIBILITIES 

Advises Student Center Program Council committees and the Executive Board 
of the Student Center Prouram Council. - 

Directly responsible for the processing of all purchase orders and 
authorizations for payment against all Program Council accounts. 

Assists Director in supervising the graduate intern program and 
establishing the goals and content of the internship experience. 

Advises other student organizations as assigned and aids in formation of 
programs, publicity, logistics, etc. as appropriate. 

Negotiates and edits vendor contracts on behalf of the Student Center 
Program Council. Recommends such contracts to Director for epproval. 

Assists with the Freshman Orientation program. 

Assists in the development of the Student Center Leadership Workshop, 
Second Curriculum program and general ongoing training of Student Center 
volunteers. 

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

QUALIFICATIONS 

Bachelor's degree and three years' experience in the administration of 
college student activities programming required. Master's degree in field 
related t o  student affairs preferred. 

January 7. 1988 
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S U O A F / A F S C H E  P O S I T I O N  A C T I O N  R E Q U E S T  
. ' 'f F O R M  A I D  P R O C E D U R E S  

? 

sr i rk t  fircGfov -$iderf A c f ; ~ , h  P r g ~ a u s & $ & d e r ~ ~ ~ 4 d e r r k ~ ~ ~ ~ ~ c ~ 4 ~ c  ?@PW 
Date / 2 - 3 6  

 LEV^ 1, Day 0 Campus DPA c r e a t e s  and p r e s e n t s  package t o  Chapter l e v e l  SUOAF/AFSCME designee f o r  rev iew.  
At tachments s h a l l  i n c l u d e  t h e  f o l l o w i n g  i t e m s  where a p p l i c a b l e :  1) a copy o f  t h i s  sheet ,  2) new and 

former p o s i t i o n  d e s c r i p t i o n s ,  3) s a l a r y ,  f o r  PERC and t h e  Board, and 4) any a d d i t i o n a l  
i n f o r m a t i o n  requ i red .  

INITIATING PRESIDENT OR DESIGNEE 
/ 7  

DATE PRESENTED T O  CAMPUS SUOAF REPRESENTATIVE / z  -38-87 
I SUOAF/AFSCME CAMPUS REVIEW AND RECOMMENDATION BY 6 & / -  
I 

i DATE OF SUOAF CAMPUS REVIEW / / B  /88 
THE ABOVE-MENTIONED PACKAGE HAS BEEN FORWARDED T O  THE LOCAL UNION BY THE CAMPUS DPA. 

LEVEL 2, n o t  t o  exceed 1 0  w o r k i n g  days a f t e r  r e c e i p t  S ta tew ide  SUOAF/AFSCME. r e v i e w  occurs  d u r i n g  t h i s  
i n t e r v a l .  F u r t h e r  n e g o t i a t i o n  may occur  a t  t h i s  l e v e l  p r i o r  t o  f i n a l  Union approva l .  Upon such a p p r o v a l  
SUOAF s h a l l  r e t u r n  a l l  m a t e r i a l s  t o  t h e  i n u i a t i n g  U n i v e r s i t y  D P A  o r  h i s  desiqnee. 

1 suoAF/AFscME LOCAL PRESIDENT OR DESIGNEE B x -  %& Date \ \ \ ~ l g ~  
DISPOSITION A T  SUOAF LOCAL LEVEL: 
( ) approve proposed rank  and s a l a r y  . 
Comments o r  Recommendations: 

( )d isapprove  proposed rank  and s a l a r y  

DATE#TURNED T O  LOCAL DPA 

LEVE , n o t  t o  exceed 1 0  v o r k i n g  days a f t e r  r e c e i p t  L o c a l  DPA b r i n g s  paperwork t o  s t a t e w i d e  DPA's meet ing  
f o r  rev iew.  If no f u r t h e r  i s s u e s  a r i s e ,  t h e  document i s  s i o n e d  by and remains w i t h  t h e  V i c e  P r e s i d e n t  f o r  
Personnel .  The V ice  P r e s i d e n t  f o r  pe rsonne l  a l s o  p r o v i d e s d a  s l b n e d  copy t o  t h e  SUOAF/AFSCME L o c a l  P r e s i -  
dent.  If . s i g n i f i c a n t  changes a r e  r e q u i r e d ,  documents a r e  r e t u r n e d  a t  L e v e l  1. Minor  changes may be e f -  
f e c t e d  by  a p p r o p r i a t e  phone c o n s u l t a t i o n .  -l 

DATE CONSIDERED BY DPA1s COUNCIL //~3/qd 
I 

DISPOSITION A T  COUNCIL LEVEL: 
( >approve submiss ion  t o  PERC ( )d isapprove  submiss ion  t o  PERC 
Comments o r  Recommendations: 

VICE PRESIDENT FOR PERSONNEL DATE /Ay/[/ 
LEVEL 4 V i c e  P r e s i d e n t  f o r  Personne l  submi ts  package t o  PERC a t  i t s  n e x t  schedu led  meet ing.  Upon PERC 
a c t i o n  i t  i s  t h e  r e s p o n s i b i l i t y  o f  t h e  Campus DPA t o  i n f o r m  t h e  campus and L o c a l  SUOAf/AFSCME represen ta -  
t i v e  and a p p r o p r i a t e  management o f f i c i a l s  o f  PERC d i s p o s i t i o n .  

I DISPOSITION A T  PERC LEVEL: 

1 DATE 

I O V E R  FOR APPLICABLE POSITJON D E S C R I P T I O N  


