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CONNECTICUT STATE UNIVERSITY 

P. 0 .  BOX 2008 New Britain, Connecticut 06050 (203) 827 -7700 

concerning 

RECLASSIFICATION OF POSITION 

PERSONNEL OFFICER I (Classified) 
to 

ASSISTANT DIRECTOR OF PERSONNEL 
(Unclassified confidential) 

EASTERN CONNECTICUT STATE UNIVERSITY 

FEBRUARY 5, 1988 

RESOLVED, That the classified position, Personnel Officer I, 
at Eastern Connecticut State University be 
reclassified to Assistant Director of Personnel 
(Unclassified confidential), effective February 12, 
1988, in accordance with the attached proposal 
dated November 18, 1987. 

A Cedi£ ied True Copy: 

Dallas K. Beal 
President 

Central Connecticut State University * New Britain Southern Connecticut State University * New Haven 
Easterrl Connecticgt State University Willimantic Western Connecticut State University Danbury 

An Equal Opportunity Employer 



ADDENDUM TO BR#88-20 

I PUS IT I U N  ACT I O N  REQUEST 
I-------------- -----.------------------_ - ----.-----. ---I-------"-------"..--.".. 

POSIT I O N  DATE PERM P(Xi FT I X X  
2/ 12/88 ACTION: ESTABLISH ( 1 RECLASSIFY KX) EFF .--.--------- TEMP( i P T (  ) 

ABOLISH I ) OTHER ( ) 

POSIT SON 
T T T I .  E r Personnel Officer I A s s i s t a n t  M r  n f  P ~ r s n n n ~ l  - - - - - "  - ------ ----- ---. -- - -+- - .M*-A ---- ---- --I_--------.-- -------""I-.------II.-.-..-".. 

CURRENT CLASS CODE PROPOSED CLASS C O D E  

PCIS IT  I O N  CURRENT 1249.51 PROPOSED 1355.72 B A R  G Class. Un Class. 
N U M B E H - - _ ~ _ -  S A L A R Y _ ( _ ~ _ ~ ~ ~ _ ~ _ ~ _ > . -  S A L A R Y  c~E.,,~&Q ----- Ut-4 ~T-!t,.-- ----kt,- 

Gen . FUND -_-- ------.-- F r  an~ Yo 
.--- -I---  -------" "..." -.-I --_ ---.I--" _-----I----- --"-"-."."---"--.-.--I""..-^ .--. 

NESOLUT ION Bgi:-.- --.--. -.-_---".. 

R E S O L V E D ,  ?hat the position, Personnel Officer I, be reclassified to 
Assistant Director of Personnel (Unclassif ied Confidential ) 

A C e r t i f i e d  T r u e  C O P Y  --------------------.--.-.-.- -------.  
I :~ . z~ l l a r ;  t:. B e a l ,  P r e s i d e r t t  Date 

1 /27/88 
PERConInl i t tee  -----._-.---- 

Date 

JUST I F  ICAT I O N :  
This reclassification is proposed as a system-wide reorganization 
of campus personnel officers; specifically the transfer of all 

.+--. classif i d  professionals to the unclassif i d  service. The salary ' c, 
LQ.7 

increase proposed is an offset to the potential loss of a 
y- .... pay increase anticipated for personnel professionals in the 

~ P J  classified service (WE). 
PA?. 

$2772.00 -------- --.---- 
A p p r o ~ .  C o s t  S i g n e d  ( U n i v e r s i t y  i Det,e 



PERSONNEL OFFICER I 

This class is accountable for independently supervising a fuli range of personnel 
activities in a smaller agency or institution or for assisting in the dvection of 
personnel management activities in a major agency or institution. 

SUPERVISION RECEIVED: 
', Work under the supervision of a business manager or other administrative head or a 

parsoanel officer who reviews work for effectiveness and contormance with policy. 

SUPERVISION EXERCISED: 
Supervises small number of Personnel Assistants and clerical staff as assigned. 

EXAMPLES OF DUTIES: 
Performs highly technical professional personnel work, coorainatinn activities and 
responsibilities within an-agency and with the State Personnel uivision; in a smaller 
agency or institution, is in charge of a full range of personnel activities including 
recruitment, classification, compensation, employee and labor relations, personnel 
policies and procedures, training, manpower, budget and program planning, and prepara- 
tion and maintenance of all personnel records and related administrative functions; 
in larger departments or institutions, assists in directing personnel management 
activities; may participate in collective bargaining negotiations, arbitration, 
grievance procedures and contract administration; may assist in budget preparation; 
may participate in Affirmative Action or Employees Assistance Programs; may prepare 
grant applications; does related work as required. - 

4 MINIMUM QUALIFICATIONS REQUIRED 
KNOWLEDGE, SKILL AND ABILITY 
Knawledge of the principles and techniques of public personnel management including 
recruitment, selection, classification, and salary administration; knowledge of employee 
beh'avior, motivation and control; knowledge 'of labor relation? and arbitration practices; 
knowledge of affirmative action principles and requirements; knowledge of State 
personnel regulations and procedures; ability to deal effectively with others; ability 
to recognize and analyze personnel problems and recommend solutions; ability in written 
and oral expression; ability to read and interpret laws, regulations and other 
written materials; supervisory ability. 

EXPERIENCE AND TRAINING : 
General: Six (6) years. of experience in professional personnel administration involving 
recruitment, examination, classification, salary administration or employee relations. 

Substitutions Allowed: 

1. College training may be substituted for the General experience based on 30 
semester hours equalling one year up to a maximum of four (4) years for a Bachelor's degree. 

2. A Easter's degree in business administration, public administration, management 
or guidance, with courses in personnel administration, may be substituted for an 
additional year of the General experience. 

3. One year of employment as a Personnel Assistant may be substituted for the 
General experience. 

@ This replaces the existing specification for the same class in the s 
$fqgp NC 20 approved effective October 25, 1974. 



EASTERN CONNECTICUT STATE U N  lUERS ITY 
PO5 IT IOrJ DESCP IPTIOt4 

POSIT I O N  TITLE: ASSISTANT D IRECTOR OF PERSONNEL 

INCUMBENT: L O H A  B A N A N  

Under  t h e  g e r i e r a l  s u p e r v i s i o n  o f  t h e  Dear: o f  P e r s o r ~ r i e l  A c l n i i r i i s t r a t i o r ~  .3ritrl 
o p e r a t  i o r i a l  s u p e r v i s i o n  o f  t h e  I l i r e c t o r  o f  P e r s o r i r r e l  a r r ~ j  A f f i r m a t i v e  Act iol-I ,  
t h e  A s s i s t a n t  D i r e c t o r  i s  r e s p o n s i t ~ l e  f o r  t h e  f o l l o w i n g :  

1. Assists i n  t h e  a d n t i r 1 i s t r . 3 t i o r ~  o f  ~ e r s o r ~ r ~ e l  f t ~ r ~ c t i o r ~ s  .2rllj 
r e s p o r r s i k 1 i l i t i e s .  I n  t h e  a t t s e n c e  o f  t h e  D i r e c t o r ,  s e r v e s  a s  h e a d  o f  t h e  
o f f i c e .  

2 .  P r o v i d e s  s u p e r v i s i o n  o f  o f f i c e  s u p p o r t  s t a f f .  

3 .  D e v e l o p s  arid i n t p l e n t e n t s  recrui tn1e1-12,  p r o g r a n t s  f o r  s u p p o r t  s t a f f  arrlj 
a s s i s t s  1 r . i  t h e  n t o r i i t a r i r i g  o f  c o n l p l i a r l c e  w i t h  A f f l r n t a t i v e  AcLiar i  p r o g r a n t s  
a n  l j  9 o  a 1 s . 

4 .  P e r f o r m s  nt.3 j o r  f u r r c t i o r r s  i n  t h e  r e c r i ~ i  tnter i t  arid h i r i n g  o f  s u p p o r t  s t a f f .  

5. S e r v e s  a s  o f f i c e  l i a i s o n  w i t h  t h e  P a y r o l l  O f f i c e .  

6. S e r v e s  a s  o f f  i c e  c o o r d i r i a t o r  f o r  t h ~  Entp loyee  S u g g e s t i o r i  P r o g r a m .  

.I. S u p e r v i s e s  e n t r y  a n d  a c c i i r c y  on  t h e  P e r s o n l - i e l / ' P a y r o l l  h t a b a s e  arid 
n t a i n t a i n s  U n i v e r s i t y  p e r s o r t r i e l  recorl : ls , ,  

8. A d v i s e s  s u p e r r v i s o r s  or1 s t .3 te  an l j  BO'E P e r s o n r ~ e l  H e g l ~ l a t i o r i s ,  G e r ~ e r a l  
L e t t e r s ,  e n t p l o y e e  c l i s c i p l i r ~ e ,  c o r t t r a c t  i r i t e r p r e t . a t i o r 1 ,  arrlj o t h e r  
p e r s o n n e l  m a t t e r s .  

3. S e r v e s  a s  n~anagenrer r t  r e p r e s e n t . a t i v e  f o r  c o n t . r a c t  n e g o t i a t i o n s  arid 
3r  i e v . a r i c e / c o n t p l a i n t  ha!-id1 ii-19 . 

1 0 ,  C a l i r r s e l s  e n t p l o y e e s  ori t t e n e f  i t s ,  r e t i r e n i e r r t  arid c a r e e r  p l a n r t i n g  ,, 

11. Assists i n  t h e  Q e v e l o p n t e n t  a n d  i n ~ p l e n ~ e r i t a t  i o n  o f  p e r s o n n e l  p o l i c i e s ,  
p r o c e d u r e s  a n d  g o a l s  ,, 

1 2 .  S e r v e s  a s  o f f  i c e  l i a i s o n  w i t h  S t a t e  P e r s o r i r l e l  1 [ ! i v i s i a r l  ori a 1 1  r e l a t e ~ : j  
n \ a t t e r s .  

13. P e r f o r n t s  o t h e r  d u t i e s  a s  a s s i g n e d .  

QURL I F  ICAT IONS 

B a c h e l o r ' s  D e g r e e  a n d  t h r e e  y e a r s  p r o f e s s i o r i a l  e:-:per ience i n  p e r s o n n e : l  
a d n ~ i n i s t r a t i o n  i n v o l . v i n g  r e c r i ~ i t n t e n t ,  c o n t r a c t  . a d n ~ i r i i s t r a t i o r i ,  e n t p l o y e e  
d i s c i p l i n e ,  h e r r e f i t s  a d n ~ i r i i s t r a t i o n ,  a n d  d a t a b a s e  m a n a g e m e n t .  

e q u a l i f i c a ~ t i o r ~ s  ntay b e  w a i v e t j  f o r  i r i d i v i d i ~ a l s  w i t h  . a p p r o p r o p r i a t e  
e x p e r i e n c e , ,  




