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State _ »
ljnlversrt.y : S ) P.O. Box 2008, New Britain, Connecticut 06050
‘:entral s Eastern » Southem . Western . (203) 827-7700

Office of the President

RESOLUTION
concerning

RECLASSIFICATION OF POSITIONS

ASSISTANT DIRECTOR, COOPERATIVE EDUCATION/ADMINISTRATOR III
to
ASSISTANT DIRECTOR OF CAREER SERVICES AND COOPERATIVE EDUCATION/
ADMINISTRATOR III

at

CENTRAL CONNECTICUT STATE UNIVERSITY
September 7, 1990

RESOLVED, That four Assistant Director of Cooperative
. Education/Administrator III positions be reclassified to
Assistant Director of Career Services and Cooperative
Education/Administrator III effective September 7, 1990, in
accordance with all provisions and expectations as set forth
in the proposal dated July 3, 1990, which is attached as an
addendum to this resolution.

A Certified True Copy:

D as K. Bea
President

An Equal
Opportunity
Employer




ADDENDUM TO BR#90-129

ERSITY
FORM

SUBMITTED

BY: CSU |
CCSU [x ] SCSU ( )
ECSU [ ] WCSU

POSITION | DATE
ACTION: ESTABLISH ( ) RECLASSIFY ( ) OTHER (¥ EFFECTIVE 9/7/90

NATURE OF POSITION: PERMANENT (x]) FULL-TIME (x] TEMPORARY [ ] PART-TIME ([ ]

POSITION ASSISTANT DIRECTOR, COOPERATIVE ASSISTANT DIRECTOR

TITLE: apM III EDUCATION CAREER SERVICES Nc  ADM III
(CURRENT) ' (CLASS CODE) (PROPOSED) (CLASS CODE)
POSITION CURRENT PROPOSED BARGAINING
NUMBER.. SALARY $35,096  SALARY $ 36,096 FUND (/00 UNIT AdFac nc
2625 FROM TO

IXPLAIN THE NATURE OF THE PROPOSAL:
To update position descriptions for the proposed Student Development Center (SDC)

JUSTIFICATION: »
The creation of the Student Development Center will result in realignment and
alteration of a number of existing positions without a change in rank. The job
descriptions require revision to accurately reflect the duties as aligned under

the SDC.
;1,000 d NS Lk A \ ‘.\«k& Zl 5/ o
OST OR (SAVINGS) SIGNED (UNIVERSITY) DATE
\TTACH OLD AND NEW STAFFING CHART, ( )
JOB DESCRIPTION, AND (X)
SJUOAF SIGN OFF FORM IF REQUIRED (X)

1ISCELLANEOUS COMMENTS:

/88 . _
We are obligated contractually to negotiate the impact of restructured position

responsibilities. The cost reflects the negotiated impact of the new job description.

ZEOLI



A et 5/84

Central Connecticut State University

POSITION DESCRIPTION .

‘ Position Title: Assistant Director, Cooperative Education, Computer Science/MIS

Administrative Rank: Administrator III

Department: Cooperative Education

Supervisor(s) Position/Title: Director of Cooperative Education

POSITION SUMMARY:

As Co-op "Coordinator"; responsible for providing direct service to co-op
students, including but not limited to recruitment, pre-intake and post-

intake advising, conducting career development seminars, job development,
placement referrals and field supervision.

POSITION RESPONSIBILITIES:

“Recruitment: In conjunction with the Admission's Assistant Co-op, plan and
implement recruitment activities such as individual meetings with guidance
counselors, participation in “"college night" programs, and conduct “open

. house" meetings.

Pre-intake and post-intake advising: Conduct individual orientation/advising_
sessions with incoming students and parents when appropriate. Provide academic

adjustment advising and individual assistance in preparing students for job
placement.

Career Development Seminar: Lead one or more sections of a sixteen (16) hour
career development seminar. o

Job development: Develop job placements.

Placement referrals: Refer students for co-op placement and necessary
- interview arrangements.

Field supervision: Conduct on-site visits during student work terms.

‘Responsible for liaison with administrative officials and for developing
support and involvement of faculty from respective academic departments.

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

QUALIFICATIONS:

‘ Master's Degree in career counseling, student personnel in higher education;
= o exce]]ent writing and'oral skills, ability to relate well with college students
required. Two or more years experience in cooperative education or placement
and relatgd work experience related to position responsibilities and context
area (business, computer applications) preferred.

Qualifications may be waived for candidates with appropriate experience.




CENTRAL CONNECTICUT STATE UNIVERSITY

‘ " POSITION DESCRIPTION

POSITION TITLE: Assistant Director of Career Services and Cooperative
Education

ADMINISTRATIVE RANK: Administrator III
DEPARTMENT: Career Services and Cooperative Education

SUPERVISOR’S TITLE: Director of Career Services and Cooperative
o Education

POSITION SUMMARY:

Prov1des career planning/cooperative education and placement services
to students and alumni. Assists with the development and coordination
of ‘activities and programs related to career planning/cooperative
education services.

POSITION RESPONSIBILITIES:

De51gns and conducts career development workshops and other
educational activities for individuals and groups which address
special career needs of students.

. Develops and conducts career services programs including the Career
Development Seminar and other career-related projects for various
student populations.

Assists with the development of full-time, part-time, cooperative
education and internship opportunities.

Assists in the preparation, placement and field supervision of
_cooperative education program participants.

Assists in coordinating Career Service and Cooperative Education
activities with other Student Development Center operations and
University departments.

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

QUALIFICATIONS:

Bachelor’s degree and two years of profe551onal level experlence in
the career services field required. Master’s degree and experience in
a college or university setting preferred. These qua11f1c§t10ns may
be waived for individuals with appropriate alternate experience.

6/28/90




SUOAF/AFSCHE POSITION ACIION REQUESI
FORMH AND PROCEDURES

Position Title /a;"/hr/’/‘?/u/ 55//” QAT Y “";’"16”/77.__2/7:[
R 7
Campus 0[,{//}/'/}(/ Date .5’/37//0
’ 1, Dax Campus DPA croates and presents package to Chaplter level SUOM’/MSCH[ designos for raviw‘.j
Attachments shall fnclude the followlng ltems where applicable: 1) e copy of this shoot, 2) noj anl
former positlon doscriptions, 3) salary, rank, snd ratlonals for PERC end the Bosrd, and h) any additlons
information required.

INITIATING PRESIDENT OR DESIGNEE DA/ 7R UAKOIY.

DATE PRESENIED T0 CAMPUS SUOAF REPRESENTATIVE 3770
SUOAF/AFSCHE CAMPUS REVIEW AND RECOMMENDATION BY
DATE OF SUOAF CAMPUS REVIEW
THE ABOVE-MENTIONED PACKAGE NAS. BEEK FORWARDED 10 TNE LOCAL UNIOK BY THE CAPUS DPA.

LEVEL 2, Kot to exceod 10 working days sfter recelpt Statewlds SUDAT/ATSCML review occurs durlng this
Intorval. Further negotiatlon may occur at thls level prior to final Unlon approval. Upon such spproval
SUOAF shall return all materlals to the Inltlating Unlversity DFA or his designeo.

SUOAF /AFSCME LOCAL PRESIDENT OR DESIGHEE Dats
DISPOSITION AT SUOAF LOCAL LEVEL: ‘
() approve proposed rank and salary ( )disapprove proposed rank and salery

Comments or Recommendations:

)A'EIURHED 10 LOCAL DPA

LVEL 3, Mot to oxceed 10 vorking days after recelpt Local DPA brings papervork to stalewide DFA's moestlng
or review. If no further lssues arlse, ths documsnt §s slgned by and remalns with the Vico President for
Iersonnel. The Vice Prasident for Parsonnel also providss a slgned copy to the SUOAF/ATSCME Local Prosi-
lont. If significant changes ‘are required, documents are returned st Level 1. Mlinor changos may be ef-
ected by appropriate phone consultation.

ATE CONSIDERED BY OPA's COUNCIL

ISPOSITION AT COUNCIL LEVEL:
rove submission to PERC ( )dlsapprove submission to PERC
omments or Rocommondations:

=~

/ “
e ( "ffgéff/;;" DAIE ,/icf =

VEL b Vlco Presidont for Personnel submits package to PERC et its nex! scheduled mootlng Upon TERC
ttion 1t s the responsibllity of the Campus OPA to Inform the campus and local SUDAT/AFSCHE roprosonta-
.ve and approprlate management officlals of PERC dlsposition.

SPOSITION AT PERC LEVEL:
Japproved ( )disapprovsd
I

1€ OF BOARD APPROVAL

1E OF BOARD DISAPPROVAL

[LCE PRESIDENT FOR PERSONMNEL




ADDENDUM TO BR#9O 129

SU-2 .
CONNECTICUT STATE UNIVERSITY
POSITION ACTION REQUEST FORM
. SUBMITTED
BY: CSU [ ]
CCSU [x ] SCSU [ )
ECSU [ ] WCSU
POSITION DATE

ACTION: ESTABLISH ( ) RECLASSIFY ( ) OTHER (¥ EFFECTIVE 9/7/90

NATURE OF POSITION: PERMANENT ([x) FULL-TIME [x] TEMPORARY [ ] PART-TIME [ |

ASSISTANT DIRECTOR

POSITION ASSISTANT DIRECTQR, COQPERATIVE ADM IIT
TITLE: - ADM  III EDUCATION CAREER SERVICES yc )
(CURRENT) (CLASS CODE) (PROPOSED) (CLASS CODE)
POSITION CURRENT PROPOSED BARGAINING
NUMBER. SALARY $37,247 SALARY § 38,247 FUND (p/// UNIT AdFac nc
0053 ' FROM T0

XPLAIN THE NATURE OF THE PROPOSAL:
To update position descriptions for the proposed Student Development Center (SDC)

USTIFICATION:

The creation of the Student Development Center will result in realignment anq
alteration of a number of existing positions without a change in rank. The job
descriptions require revision to accurately reflect the duties as aligned under
the SDC.

1,000 B ﬁ\ " (K~ '\ jJ‘»-’Q /[ 1/ (O

OST OR (SAVINGS) SIGNED (UNIVERSITY) " DATE

TTACH OLD AND NEW STAFFING CHART,

()
OB DESCRIPTION, AND (X)
UOAF SIGN OFF FORM IF REQUIRED (X)
ISCELLANEOUS COMMENTS :

88

We are obligated contractually to negotiate the impact of restructured position
responsibilities. The cost reflects the negotiated impact of the new job description.

COBRAIN




a, ' o 1/8

Central Connccticut State University LT ot
-,
S
POSITION DESCRIPTION ‘ /’“;7'

_‘ ' Assistant Director, Cooperative Education,
Position Title: Career and Professional Development Specialist

-

Administrative Rank: ~ " 'IIT - . - e

Department: Cooperative Education
Assistant to the Vice President,

Supervisor(s) Position/Title: Academic Affairs, for Special Projects

POSITION SUMMARY: Under supervision of the Assistant to the Vice President, Academic
Affairs, for Special PrOJects, the Assistant Director, Co-op, Carcer and PlOfGSSlona]
Development Specialist is responsible for: designing, directing, and evaluating all
phases of a multi-level career and professional development curriculum for Co-op
students; designing, directing, and evaluating all Co-op Program recruitment efforts;
working with faculty, departments, and schools to develop and to implement programs
which enhance the career and professional development of actual and potential Co-op
students; conduct research and prepare reports and proposals.

POSITION RESPONSIBILITIES:

Career and Professional Development - Responsible for directing all aspects of the
Co-op career and professional development program including: to design, direct,

and evaluate a multi-level carecer and professional development program for Co-op
students and to work closely with the Co-op Committee and faculty in this effort;

to coordinate efforts of and to act as a resource person for Coordinators and other
faculty teaching Co-op career courses and/or workshops/seminars; to teach Co-op
career development courses and to provide individual and small group career advising.

Co-op Recruitment - Responsible for coordinating all Co-op recruitment efforts
including: to design, coordinate and evaluate on-campus and off-campus recruitment
efforts; to provide support services to Coordinators in their recruitment efforts;

to meet with guidance counselors, campus clubs and faculty; to design and coordinate
recruitment mailings, response system, record keeping; provide pre-intake and post-
intake advising and referral; to work directly with the faculty and to act as liaison
to the Data Center, Reglstrar s Office and Admissions for all program recruitment
related efforts. .

‘Related Duties - To achieve objectives in the recruitment and career and professional
development areas, the Assistant Director will work directly with faculty, departments
and schools and with special programs (such as the Educational Opportunity Program);

to design workshops., seminars,"and/or courses which enhance the career and professional
development of actual or potential Co-op students, which recruit students into the Co-o
Program, and which are integrated with the nceds and curricula of the departments or
special programs. . )

The Assistant Director will conduct research and needs assessment, prepare reports, and
assist in the preparation of proposals which support program development promote
articulation between the program and the university, and seek to secure continuing and
expanded support for these efforts.

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

QUALIFICATIONS: Master's degree in career counseling, higher education personnel, or
~related area required. Excellent oral and wrltlng skills and ability to relate with

college students required. Two years experience in designing and conducting/teaching

career counseling programs in higher educatlon prefcrred .




-2 - L ‘ ADDENDUM TO BR#90-129

‘ A SUBMITTED

- BY: Csu |
CCSU [X ] SCsuU |
’ ECSU | } WCSU
)SITION ’ DATE

‘TION: -ESTABLISH ( ) RECLASSIFY ( ) OTHER (¥ EFFECTI1VE 9/7/90

\TURE OF POSITION: PERMANENT (X ) FULL-TIME [X] TEHPORARY [ ) PART-TI1HE

)YSITION  ASSISTANT DIRECTOR, COOPERATIVE EDUC. ASSISTANT DIRECTOR, A TI1
'TLE: .- ADM III : CAREER SERVICES ne

(CURRENT) (CLASS COUDE) (PROPUSED) (CLASS CU
)ISITION CURRENT PROPOSED BARGAINING
IMBER . SALARY $42,298 SALARY S 43,298 Funb 0O uiilLr adFoac  nc
0089 . FROM . 1C

'LAIN THE NATURE OF THE PROPOSAL:
" To up date position descriptions for the proposed Student Developent Center (SDC)

“TIFICATION:

The creation of the Student Development Center will result in Fealignnent anq
alteration of a number of existing positions without a change in rank. The job .

descriptions require revision to accurately reflect the duties as aligned under
the -SDC.

51,000 O :1&&»\ i &_\\Q 1] 3] ((a.-y

———— T - Sr—— . - - —— -

T OR (SAVINGS) SIGHED (UNIVERSITY) DINTE

'ACH OLD AND NEW STAFFING CHART, ( )
DESCRIPTION, AND - (X)
DAF SIGN. OFF FORM IF REQUIRED (X)

SCELLANEOUS COMMENTS
are obligated contractually to negotiate the impact of restructured position

esponsibilities. The cost reflects the negotiated inpact of the new job
description.

RODDEN




24

Central Connecticut State University o
Assistant Director, Cooperative Education - Industrial Technology
Cooperative Education/Administrator III '

- (Code )

SUPERVISOR: Director of Cooperative Education

SUIERVISI(N EXERCISED:

INCUMBENT NAME: Thamas Rodden

FOSITION SUMMARY:

Responsible for providing direct service to co-op students; including but
not limited to recruitment, pre-intake and post-intake advising, conducting

career development seminars, job development, placement referrals and field
supervision,

POSITION RESPONSIBILITIES:

Recruitment: In conjunction with the Admission's Assistant Co-op, plan and
implement recruitment activities such as individual meetings with guidance
counselors, participation in "university night" programs, and conduct "open
house" meetings.

Pre-intake and post-intake advising: Conduct individual ‘

orientation/advising sessions with incoming students and parents when
- appropriate, Provide academic adjustment advising and individual

assistance in preparing students for job placement.

Career Development Seminar: Lead one or more sections of a sixteen (16)
. hour career development seminar. ‘

Job Development: Develop job placements,

Placement referrals: Refer students for co-op placement and necessary
-interview arrangements,

Field Supervision: Conduct on-site visits during student work terms.
‘Performs other duties and responsibilities related to those enumerated
“above which do not alter the basic level of responsibility of the position.
EDUCATION AND EXPERIENCE

~ Bachelor's degree and three years relevant experience in either
cooperative education and/or career planning and placement in higher
education required. Master's preferred.

Three or more years of nomreducation employment preferably in the academic
area of coordinator responsibility desired.

'SPECIAL NOTATIONS:




' .. ADDENDUM TO BR#90-129

.SU-2
CONNECTICUT STATE UNIVERSITY
POSITION ACTION REQUEST FORM
" SUBMITTED
BY: CSU [ )
CCSU [x ] SCSU [ )
ECSU [ ] WCSU
POSITION DATE

ACTION: ESTABLISH ( ) RECLASSIFY ( ) OTHER (¥ EFFECTIVE 9/7/90

NATURE OF POSITION: PERMANENT (x] FULL-TIME [x] TEMPORARY [ ] PART-TIME [ ]

"DIRECTOR
POSITION  ASSISTANT DIRECTOR, COOPERATIVE A AN T RVICES ADM III
TITLE: ADM III EDUCATION
(CURRENT) (CLASS CODE) (PROPOSED) (CLASS CODE)
POSITION CURRENT PROPOSED BARGAINING
NUMBER. SALARY g33 981  SALARY $39,981 FUND (O  UNIT AdFac nc
2558 FROM 10

IXPLAIN THE NATURE OF THE PROPOSAL:
To update position descriptions for the proposed Student Development Center (sbc)

JUSTIFICATION:

The creation of the Student Development Center will result in realignment anq
alteration of a number of existing positions without a change in rank. The job
descriptions require revision to accurately reflect the duties as aligned under
the SDC.

} 1,000 N ’\,Lk, A &\Q /1 ;)[ fo

‘OST OR (SAVINGS) SIGNED (UNIVERSITY) DAT

.TTACH OLD AND NEW STAFFING CHART, ( )
‘OB DESCRIPTION, AND (X)

'UOAF SIGN OFF FORM IF REQUIRED (X)

IISCELLANEOUS COMMENTS:

8 i .
8 We are obligated contractually to negotiate the impact of restructured position

. responsibilities. The cost reflects the negotiated impact of the new job description.

HAVEL




