
BR1I89-173

P.O. Box 2008. New Britain, Connecticut 06050
(203) 827-7700

Office of the President

RESOLUTION

concerning

RECLASSIFICATION OF POSITION

ASSISTANT TO THE DEAN OF CONTINUING EDUCATION/ADMINISTRATOR II
to

ASSISTANT TO THE DEAN OF CONTINUING EDUCATION/ADMINISTRATOR III

at

EASTERN CONNECTICUT STATE UNIVERSITY

September 8, 1989

•

•

RESOLVED, That the position of Assistant to the Dean of Continuing
Education/Administrator II be reclassified to Assistant to
the Dean of Continuing Education/Administrator III, effective
September 8, 1989, in accordance with all provisions and
expectations as set forth in the proposal dated August 1,
1989, which is attached as an addendum to this resolution.
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•
Addendum to cR#89-173

CONNECTICUT STATE UNIVERSITY
POSITION ACTION REQUEST FORM

SUBMITTED 8/1/89

BY:. CSU [ ]
CCSU [ ] SCSU [ ]
ECSU [Xl vvcsu [ )

POSITION
ACTION: ESTABLISH ( ) RECLASSIFY (X) OTHER ()

DATE
EFFECTIVE 9/8/89

NATURE OF THE POSITION: PERMANENT [Xl FULL-TIME [X] TEMPORARY [ ) PART-TIME [ 1

POSITION Assistant to the Dean
TITLE: of Continuing Education/Ad. 2 7917

CURRENT CLASS CODE

Assistant to the Dean
of Continuing Education/Ad. 3 7918

PROPOSED CLASS CODE

POSITION CURRENT 1096.28 PROPOSED 1172.87 BARGAINING
NUMBER 8085 SALARY $(28,612.00)SALARY $(30,612.00)=UNDEx=t:.:...__UN1T SUOAF

FROM
SUOAF

TO

EXPLAIN THE NATURE OF THE PROPOSAL: To upgrade the position, Assistant to the
Dean of Continuing Education, from Administrator 2 to Administrator 3•

•JUSTIFICATION: This position, pegged as an Administrator 3 in the SUOAF rank structure,
was originally filled as a 2 to provide training to the original incumbent. As time
has gone by, the incumbent has demonstrated an ability to assume greater degrees
of responsibility and is ready to be pegged at the target class of the position.

$ 2000.00

COST OR SAVINGS

ATTACH OLD AND NEVV STAFFING CHART, (X)
JOB DESCRIPTION, AND DO

.OAF SIGN OFF FORM IF REQUIRED (X)

~ISCELLANEOUSCOMMENTS:
7/88

~p I~.r~
SIGNED (UNIVERSITY)



EASTEKN CUNNECTICUT S'l'ATL UNIVERSITY

•POSITION TITLE;

POSITION DESCRIPTION

Assistant to the Dean of the School of Continuing

)rrtW-­

/0/
Education

" .
ADMINISTRATIVE RANK: 11

Unde~ the supe"ision of the Dean or-Associate Dean of Continuing EducatioD, the
Assistant to tne Dean performs the following functions.

"..
1. Provide administrative support at the U.S. Navy SubmariBe Base (New London)

for the Te~evision Afloat Program for Education (TAPE) and on-site business
courses on weekends and other tim~s as scheduled.

2.

3.

4.

5.

6.

• 7.

8.

Assist tQe Dean in promoting ECSU programs at the U.S. Navy Submaring Base.

Provide academic advi8eme~t and maintain reiular office hours at the U.S.
Navy Sub~fine Base.

Schedule TAPE offerings with submarine crews, registration, tuition payment,
exams and Qook ordering for courses.

Forward tnformation about tuition payments and registration to appropriate
University offices.

Provide ,u~port services for ECSU weekend courses •

Represents the office and University by attending workshops and meetings on
and off campus as needed.

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

.'

QUALIFICATIONS

Bachelors Degree required. Minimum two years experience demonstrating ability to
relate effectively to tradition and non-traditional students. to university ~aculty

and ataff, ~d to representatives of business and community agencies.
.'

~ese ,qualifications may be waived for individuals with appropriate altern4te. ....
experience.

9/10/85

( .••
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EASTERN CONNECTICUT STATE UNIVERSITY

POSITION DESCRIPTION

POSITION TITLE:

ADMINISTRATIVE RANK:

INCUMBENT:

ASSISTANT TO THE DEAN OF CONTINUING EDUCATION

3

ALMA STOCKLIN

Under the supervision of the Dean or Associate Dean of the School of Continuing
Education, the Assistant to the Dean performs the following functions:

1.

2.

3.

4.

6.

7.

8.

9.

Provide administrative support at the U.S. Navy Submarine Base (New
London) for the Television Afloat Program for Education (TAPE) and
on-site business courses on weekends and other times as scheduled.

Develop and implement all advertising, promotion and public relations
activities for the Submarine Base and the Groton off-campus sites.

Provide academic advisement and maintain regular office hours at the U.S.
Navy Submarine Base.

Develop schedule of course offerings for each academic session for the
Submarine Base and the Groton sites based upon assessment of student
needs, previous offerings and enrollment history.

Responsible for the administration of off-campus courses at the Submarine
Base and in Groton including space negotiation, faculty suppot,
notification of cancelled classes and resolution of student/faculty
problems.

Schedule TAPE offerings with submarine crews, registration, tuition
payment, exams and book ordering for courses.

Forward information about tuition payments and registration to
appropriate University offices.

Collect, organize and interpret data about class enrollments, student
interest and curriculum needs.

provide support services for Submarine Base courses evenings and
weekends.

•

10.

11.

Represents the School of Continuing Education and University by attending
workshops and meetings on and off campus as needed.

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 required. Minimum two years experience demonstrating ability
to organize and implement academic programs, relate effectively to traditional
and non-traditional students, to university faculty and staff, and to
representatives of business and community agencies. Experience with military
procedures would be an advantage.

Individuals with appropriate alternate experience will be conidered.

•

•

For the university

811/89

Date For SUOAF Date
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\ . ,..,.... . JIOAf/AfSC .. £',.... 'OS111.. ACIIOI
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'. PoIlUo. Utl. ,Assistant to the Dean of Continui!E Education

C••p.. Eastern Comecticut State University .tt. Augyst 1..1•..J~9:.89,- _

LEVEL 1, ••,. ' ..... I'A Ir••t••••d 'r••••t. p.c.... to ' ••pt.r 1.,.1 SUOAr/AFSCME ~l fer ,.,lew.
Attlc....t 11 !acl.d. tit. f.Uewla. U... wit". ,ppUclblll 1). cop, 'f tills t. Z) .... lIeI

f.r..r ,0.ltl terl'tl•••• ) ••l.r,. r••••••eI r.tl•••l. for 'EIC ••eI til. I••rd•••d 4) ••, I4dltl,••l
I.for.ltl.. r.qulr,eI.
IIITIA1IIS 'IESI.£lT 01 IESI"EE~ ____

DATE 'IESE.IED to CAMPUS SIOAF 'E'IESE'TA1IYE~ ____

SIOU/USCIl[ CMm hEW Ad I£:,\"m,. " R;~:I1~
DATE or SUOAr CAMPIS .nnv ~¢:\ \$9f------------------
IHE AIOVE-M[IIIOIEI 'AtIAlE lAS IEEI FOIVAIDED to liE LOCAL .1101 I' TIE tAMtas "A.

( )dl••ppr.,. .,bll••1,. to 'EIC

Lml I, lot t, tlllM 10 wnll' ftyt .fte, nc.lpt Statewlel. SaOAr/AFSCMt r"le" ,cc.,. d.,... tll1l
ilt.nll. Flrtller ...oU.U••••, .ccur .t tills 11,,1 prior to fl.1l Ud...ppr".l. "oa licit .pprotl1
SUOAr •••11 r.t,rl .11 ..t.,l.l. to tilt III .tl•• '.l,.r'lt!_~ .r Itl. d••I..... I. ~l~ .
SUOAr/ArSCME LOCAL PlE$IDEIl 01 .£1151[£ ,;Vf\ O.t. :b: ."V~....(;..._
OIS'OSITIOI AT SUOAF lOCAL ltv£L:
( ) 'ppro,. propo••d r••' ••d ••1.r, ( )dl••ppr." propo••d r••' ••d ••1.r7
CO..lnt••r I.co...nd.tlo•• ~

• DATE IE1UI.ED TO lOCAL D'A~ ___

ltv£l ,,..t-tliiCHf101itrtt., 4ijrittir'"ncelit loCi1 I" bril9.- p.p.niOitt, .t.ttwld. .,,,. "'t1l9
for r.,l.". If 10 f,rtlt.r 1......rl... til, doc....t I, .lg••d b, .ad r•••ll' "ltll t.. 'let 'r.,ld.nt for
'.r....I1. til. Ylc. 're.ld.d for 'tr.....1 .11. protldll • Ilgatd CO" to tit. SIOM/ArSCM£ Locil 'r.l1­
dint. If .l,.lfle••t cit••, •••r. r.qulr.d. doc....t• •r. r.tur••d .t L.,.l 1. M!••r cll••, ••••, b••f­
f.ct.d b1 .pproprl.t. plio•• co••u1t.tl0'.
DATE COISIDEIED I' .'A', COaICIl~ ___

i 'OSITIOI AT COalCIl L£YEL:
'ppro,••,b.l,.10. to 'Ele
••t, .r ••c.....d.tl••':

m£ 'R£SID£IT rOR ,mORIU Qui (. ll-<A 1Al[ ?:)'ili
LMl , VIc. 'redd..t for '.rlOna.1 ..blU. p.chg. to '[lC .t It, lilt .clt.dul......tlng. .,on ,nc
.ctlo. it 11 til. rtlpo.llblUty of til. C•.,.. DPA to lnfol'1l til. clip" ••d L,e.l SIOAF/AFSCM[ r.pr....tI­
tl,. a.d .pproprlat•••••, ....t offlcl.1. of 'EIC dl,p••ltl.ft.
IIS'OSI1IOI AT 'EIC LEYEll
( ).ppro,... ( )dl,.ppro,.d
DATE _

~TE or 'OAID A",OYAl. __
GATE or .OAI. GISA"IOVAl~ ___

OYER rOR A"LICAILE 'OSITIOI DESCRI'TIOI


