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

Office of the President 

RESOLUTION 

concerning 

RECLASSIFICATION OF POSITIONS 

ASSISTANT DIRECTOR, COOPERATIVE EDUCATION/ADMINISTRATOR 111 
to 

ASSISTANT DIRECTOR OF CAREER SERVICES AND COOPERATIVE EDUCATION/ 
ADMINISTRATOR I11 

CENTRAL CONNECTICUT STATE UNIVERSITY 

September 7, 1990 

RESOLVED, That four Assistant Director of Cooperative 
Education/Administrator 111 positions be reclassified to 
Assistant Director of Career Services and Cooperative 
Education/Administrator I11 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: 

President 

An Equal 
Opportunrty 
Employer 





Central  Connect icut  Sta te  Un ive rs i  t y  

POSITION DESCRIPTION 

P o s i t i o n  T i t l e :  Assi s t a n t  D i rec to r ,  Cooperative Education, Computer Science/MIS 

A d m i n i s t r a t i v e  Rank: Admin is t ra to r  111 

Department : Cooperative Education 

Supervi  s o r ( s )  Posi t i o n / T i  t l e :  D i r e c t o r  o f  Cooperative Education 

POSITION SUMMARY: 

As Co-op "Coordinator"; respons ib le  f o r  p rov id i ng  d i r e c t  s e r v i c e  t o  co-op 
students,  i n c l u d i n g  b u t  n o t  l i m i t e d  t o  recru i tment ,  p re - in take  and pos t -  
i n t a k e  adv is ing,  conduct ing ca reer  development seminars, j ob  development, 
placement r e f e r r a l s  and f i e l d  superv is ion.  

POSITION RESPONSIBILITIES: 

Recruitment: I n  con junc t ion  w i t h  the Admission's Ass i s tan t  Co-op, p l a n  and 
implement r e c r u i  tment a c t i v i t i e s  such as i n d i v i d u a l  meetings w i  t h  guidance 
counselors, p a r t i c i p a t i o n  i n  "co l  lege n i g h t "  programs, and conduct  "open - 

a house" meetings. 

P re - in take  and pos t - in take  adv is ing :  Conduct i n d i v i d u a l  o r i e n t a t i o n / a d v i s i n g  
sessions w i  t h  incoming students and parents when appropr ia te .  Prov ide academic 
adjustment adv i s i ng  and i n d i v i d u a l  ass is tance i n  p repar ing  s tudents  f o r  j o b  
placement. 

Career Development Seminar: Lead one o r  more sec t ions  o f  a s i x t e e n  (16) hour 
ca ree r  development seminar. 

Job development: Develop j o b  placements. 

Placement r e f e r r a l s :  Refer students f o r  co-op placement and necessary 
. i n t e r v i e w  arrangements. 

F i e l d  superv is ion:  Conduct on-s i  t e  v i s i t s  du r i ng  s tudent  work terms. 

Responsible f o r  l i a i s o n  w i t h  adm in i s t r a t i ve  o f f i c i a l s  and f o r  deve lop ing 
suppor t  and involvement o f  facu l t y f rom respec t i ve  academic departments. 

Performs o t h e r  du t i es  and responsi  b i  1 i t i e s  r e l a t e d  t o  those enumerated above 
which do n o t  a1 t e r  the bas ic  l e v e l  o f  r e s p o n s i b i l i t y  o f  the p o s i t i o n .  

.@ Maste r ' s  Degree i n  career  counsel ing,  student personnel i n  h igher  education; 
" e x c e l l e n t  w r i t i n g  and 'o ra l  s k i l l s ,  a b i l i t y  t o  r e l a t e  w e l l  w i t h  c o l l e p e  students 

r equ i red .  Two o r  more years experience i n  cooperat ive  educat ion o r  placement 
and r e l a t e d  work experience r e l a t e d  t o  p o s i t i o n  r e s p o n s i b i l i t i e s  and con tex t  
area (business, computer appl  i c a t i o n s )  pre fer red.  

Qua1 i f i c a t i o n s  may be waived f o r  candidates w i t h  appropr ia te  experience. 



CENTRAL CONNECTICUT STATE UNIVERSITY 

POSITION DESCRIPTION 

POSITION TITLE: Assistant Director of Career Services and Cooperative 
Education 

ADMINISTRATIVE RANK: Administrator I11 

DEPARTMENT: Career Services and Cooperative  ducati ion 

SUPERVISOR'S TITLE: Director of Career Services and Cooperative 
Education 

POSITION SUMMARY: 

Provides 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: 

Designs 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 professional level experience in 
the~career services field required. Master's degree and experience in 
a college or university setting preferred. These qualifications may 
be waived for individuals with appropriate alternate experience. 
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Campus 

Campus DPA c r o a t a s  and p r e s e n t s  package l o  C h a p t e r  l e v e l  SUOAIIAISC!\E d e s i g ~ ~ o e  t o r  t a u l e u .  
I n c l u d e  t h e  'following I t e m s  ~ h e r e  a p p l l c a b l e :  1) s  copy o f  tills s l ~ o o t ,  2) n o ~ ~  a n d  

f o rmer  p o s l t l o n  d o s c r l p t l o n s ,  3) s a l a r y ,  r a n k ,  and r a l l o n a l e  l o r  PLRC end t h e  Boord,  ond 4) ony o d d l t l o n o l  
I n l o r m a  t l o n  r e q u l r e d .  

I 111111AT11IG PRLSIDLIIT O R  DESIGNLE ->fi,vAf/q /hv~tq&x 
DAlE PRESEIIIED 10 CAMPUS SUOAF RCPRLSENTATIVL - ? / J  1 ~ , . ' 9 0  

1 

S U O A ~ / A ~ S C M ~  CAMPUS REVIEW AN0 RLCOWIEHOAIION B Y  

DATE OF SUOAf CAMPUS REVIEW 

TllE ABOVE-MEtIlIOtIED PACKAGE IIAS. BLLH iORWAROLD 10 1l lL LOCAL UHIOH BY l I lE  CAflPUS DPA- 

LEVEL 2, Mot t o  ancaod 10 w o r k l n g  days  a f t e r  -- r e c e l p t  S l a t e ~ l d e  S U O A ~ / A T S C E ~ [  r e v l e v  o c c u r s  d l f r l r l g  t h l s  
l n t o r v a l .  F u r t h e r  n e g o t i a t l o n  may o c c u r  a t  t h l s  l e v a )  p r l o r  t o  l l n a l  Un lon  a p p r o v a l .  Upon s u c l ~  a p p r o v a l  
SUOAf s h a l l  r e t u r n  e l l  materials t o  t h e  l n l t l a t l n g  U n l v e r s l l y  DFA o r  h l i  d e r l g n e o .  

ISUOAIIAISCIIL L O C A L  PRLSIDLII O R  D L S I G ~ ~ L L  Date  

DISPOSITION A1 SUOAF LOCAL LEVEL: 
( approve p roposed  r a n k  and s a l a r y  
Comments o r  Recommendations: 

( ) d l s a p p r o v a  p r o p o s e d  r a n k  and s a l a r y  

I - t V t L  3 ,  Rot  t o  axceod 10 v o r k l n g  days  a f t e r  r s c e l p t  l o c a l  DPA b r l n g s  pape rwork  t o  s t e t e w l d o  D ~ A ' s  m o o t i n g  
o r  rev iew .  If no f u r t h e r  I s s u e s  a r l s e ,  the document 1s s l g n s d  b y  and r e m a l n s  w l t l ~  t h o  Y l c o  F r o s i d o n t  f o r  

I 
- 

' e r s o n n e l .  The V l ce  P r e s i d e n t  f o r  P e r s o n n e l  a l s o  p r o v l d s s  a s l g n e d  copy  t o  t l i e  SUoArlArSCflE L o c a l  P r o s l -  
' e n t .  I f  s l g r l i f l c a n t  changes a r e  r s q u l r s d ,  documents a r e  r e t u r n e d  s t  l s v a l  1. t l l n o r  changos may be a f -  
e c t e d  b y  a p p r o p r l a t e  phone c o n s u l  t a t l o n .  

AIE COfISIOEREO B Y  DPAts COUIICIL 

I S P O S I I I O I I  A T  COUIICIL LEVEL: 
# i p p r o v e  s r b m l s s l o n  t o  PLRC ( )disapprove s u b m l s s l o n  t o  PLRC 

omments o r  Rocommanda t l o n s :  

IVEL -- 4 V l c e  P r e s i d e n t  f o r  P e r s o n n e l  s u b m l t s  package t o  PLRC o t  I t s  n e r l  s c l i e d u l a d  moo t i ng .  Upon f l R C  
: t l o n  I t  I s  t h e  r e s p o n s l b l l l t y  o f  t h e  Campus DPA t o  l n f o r a  t h e  campus and L o c a l  SUOAT/ATSCI~E r o p r o s o n t a -  
ve and a p p r o p r l a t e  management o f f l c l a l s  o f  PLRC d l s p o s l t l o n .  

SPOSIl IOl l  A T  PLRC LEVEL: 

I E  O f  B O A R D  DISAPPROVAL 





POSITION DESCRIPTION ( /- i ./, . '  
I' 

A s s i s t a n t  ~ i r e c t o r ,  Coopera t i ve  Educa t ion ,  a P o s i t i o n  T i t l e :  ' C a r e e r ' a n d  P r o f e s s i o n a l  Development Special -- i s  t 

A d m i n i s t r a t i v e  Rank: - '  "I11 ' ' ,  -- ---- 

Department: Coopcra t i ve E d u c a t i o n  - --- *- -- 
A s s i s t a n t  t o  t h e  V ice  ~ r c s i d e n t ,  

S u p e r v i s o r ( s )  P o s i  t i o n / T i  t l e :  Academic A f f a i r s ,  -- f o r 2 ) c c i a l  ------- P r o j e c t s  

POSITION SUMIIARY: Under s u p e r v i  ~ i o n  o f  t h e  Ass i s  t a n t  t o  t h e  V i c e  P r e s i d e n t ,  Acaderr~ic 
A f f a i r s ,  f o r  S p e c i a l  P r o j e c t s ,  t h e  A s s i s t a n t  D i r e c t o r ,  Co-op, Career  arid P r o f e s s i o n a l  
Development S p e c i a l i s t  i s  r e s p o n s i b l e  f o r :  des ign ing ,  directing, and e v a l u a t i n g  a ? ?  
phases o f  a  mu1 t i - l e v e l  c a r e e r  and p r o f e s s i o n a l  devclopnient c u r r i c u l u m  f o r  Co-op 
s tudents ;  d e s i g n i n g ,  d i r e c t i n g ,  and e v a l u a t i n g  a l l  Co-op Program r e c r u i t m e n t  e f f o r t s ;  
work ing  w i t h  f a c u l  ty, departments,  and sc t ioo ls  t o  d c v c l o p  and t o  imp le r~ ien t  progralrls 
wh ich  enhance t h e  c a r e e r  and p r o f e s s i o n a l  dcvelopmcnt  o f  a c t u a l  and p o t e r i t i a l  Co-op 
s  tudents;  conduct  r e s e a r c h  and p r e p a r e  r e p o r t s  and p r o p o s a l s .  

POSITION RESPONSIBILITIES: 

Career and P r o f e s s i o n a l  Development - Respons ib le  f o r  d i r e c t i n g  a1 1 aspec ts  o f  t h e  
t o - o p  ca ree r  and p r o f e s s i o n a l  development program i n c l u d i n g :  t o '  des ign ,  d i  r e c t ,  
and eva lua te  a  mu1 t i - l e v e l  c a r e e r  and p r o f c s s i o n a l  development prograrn f o r  Co-op 
s tudents  and t o  work  c l o s e l y  w i t h  t h e  Co-op C o m i  t t c e  and f a c u l t y  i n  t h i s  e f f o r t ;  
t o  c o o r d i n a t e  e f f o r t s  o f  and t o  a c t  as a  r e s o u r c e  pe rson  f o r  C o o r d i n a t o r s  and o t t i e r  

@ f a c u l t y  t e a c h i n g  Co-op c a r e e r  cou rses  and/or  workshops/seminars;  t o  t e a c h  Co-op 
- c a r e e r  development cou rses  and t o  p r o v i d e  i n d i v i d u a l  and s m a l l  g roup c a r e e r  a d v i s i n g .  

Co-op Recru i  trnent - Responsi b l e  f o r  c o o r d i n a t i n g  a1 1  Co-op r e c r u i  tment  e f f o r t s  
3nc lud ing :  t o  des ign ,  c o o r d i n a t e  and e v a l u a t e  on-campus and of f -campus r e c r u i t m e n t  
e f f o r t s ;  t o  p r o v i d e  s u p p o r t  s e r v i c e s  t o  C o o r d i n a t o r s  i n  t h e i r  r e c r u i t m e n t  e f f o r t s ;  
t o  meet w i t h  gu idance counse lo rs ,  campus c l u b s  and f a c u l t y ;  t o  d e s i g n  and c o o r d i n a t e  
r e c r u i  tment rnai 1  i n g s  , response sys  tern, r e c o r d  keeping;  p r o v i d e  p r e - i  n  t a k e  and p o s t -  
i n t a k e  a d v i s i n g  and r e f e r r a l ;  t o  work d i r e c t l y  w i t h  t h e  f a c u l t y  and t o  a c t  as l i a i s o n  
t o  t h e  Data Center ,  R e g i s t r a r ' s  O f f i c e  and Admissions f o r  a l l  program r e c r u i t m e n t  
r e l a t e d  e f f o r t s .  C- - 
R e l a t e d  D u t i e s  - To a c h i e v e  o b j e c t i v e s  i n  t t ie  r e c r u i  trnent and c a r e e r  and p r o f e s s i o n a l  
aevelopment ar'eas, t h e  A s s i s t a n t  D i r e c t o r  w i  11 work d i r e c t l y  w l  th  f a c u l t y ,  depar tments  
and schoo ls  and w i t h  s p e c i a l  programs (such as t h e  E d u c a t i o n a l  O p p o r t u n i t y  Program); 
t o  des ign  workshopsl, seminars,"and/or cou rses  wh ich  enhance t h e  c a r e e r  and p r o f e s s i o n a l  
development o f  a c t u a l  o r  p o t e n t i a l  Co-op s tuden ts ,  w h i c h  r e c r u i t  s t u d e n t s  i n t o  t h e  Co-o 
Program, and which a r e  i n t e g r a t e d  w i th  t he  nceds and c u r r i c u l a  o f  t h e  depar tments  o r  
s p e c i a l  programs. 

The A s s i s t a n t  D i r e c t o r  w i l l  conduc t  r e s e a r c h  and needs assessment, p r e p a r e  r e p o r t s ,  and 
a s s i s t  i n  t h e  p r e p a r a t i o n  o f  p r o p o s a l s  wh ich  s u p p o r t  p rogram development, promote 
a r t i c u l a t i o n  between t h e  program and t h e  u n i v e r s i t y ,  and seek t o  secu re  c o n t i n u i n g  and 
expanded s u p p o r t  f o r  t hese  e f f o r t s .  

Performs o t h e r  d u t i e s  and respons i b i  1  i t i e s  r e l a  t e d  t o  those enumerated above which 
a d o  n o t  a1 t e r  t h e  b a s i c  l e v e l  o f  r e s p o n s i b i l i t y  o f  t h e  p o s i t i o n .  

QUALIFICATIONS: M a s t e r ' s  degree i n  c a r e e r  c o u n s e l i n g ,  h i g h e r  e d u c a t i o n  pe rsonne l ,  o r  
r e l a t e d  area r e q u i r e d .  E x c e l l e n t  o r a l  and w r i t i n g  s k i l l s  and a b i l i t y  t o  r e l a t e  w i t h  
c o l l e g e  s t u d e n t s  r c q u i r e d .  Two y e a r s  e x p e r i e n c e  i n  d e s i g n i n g  and c o n d u c t i n g / t c a c h i n g  
c a r e e r  counsel  i n g  programs i n  h i g h e r  e d u c a t i o n  p r e f e r r e d .  





Central Camecticut State University 

0 
Assistant Director, Cooperative Education - Industrial rnology 

Cooperative EducatiorJPrMnistrator XI1 
(Code 1 

SUPEWISOR: Director of Wrative Education 

Responsible for providing direct service to oo-op students; including but 
not limited to recruitment, preintake and post-intake athrising, conducting 
career developnent seminars, job developnent, placement referrals and field 
supervision. 

Recruitment: In conjunction with the Mnission's Assistant Co-op, plan and 
implanent recruitment activities such as individual meetings with guidance 
counselors, participation in 'university night" program, and conduct "open 

@ housea meetings. 

Preintake and post-intake advising: Ccrrduc t individual 
orientation/advising sessions with incaning students and parents when 
appropriate. Provide academic adjustment advising and individual 
assistance in preparing students for job placement. 

Career Developnent Sminar: Lead m e  or mre aections of a sixteen (16) 
hour career developnent wninar. 

Job Dwelopnent: Develop job placements. 

Placement referrals: Refer students for w o p  placement and necessary 
interview arrangements. 

Field Supervision: Conduct -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. 

Bachelor's degree and three years relevant experienaz in either 
cooperative education md/or career planning and placement in higher 

. @ education required. Master's pef erred. 

Three or more years of narreducation enplayrrwt preferebly in the academic- 
area of coordinator responsibility desired. 

SPECIAL r4CrrATICXJS: 



ADDENDUM TO BRiI90-129 

I :su-2 CONNECTICUT STATE UNIVERSITY 
POSITION ACTION REQUEST FORM 

POSITION DATE 
ACTION: ESTABLISH ( ) RECLASSIFY ( ) OTHER (3 EFFECTIVE 9/7/90 

. 
SUBMITTED 

BY: CSU [ ] 
ccsu [x ] scsu [ ] 
ECSU [ ] WCSU 

I NATURE OF POSITION: PERMANENT [X j FULL-TIME [ X I  TEMPORARY [ ] PAR'I'-l'II.lE 1 

I POSITION ASSISTANT DIRECTOR, COOPERATIVE ASSISTANT DIRECTOR 
EDUCATION CAREER SERVICES TITLE : NC ADM 111 

ADM 111 
( CURRENT) (CLASS CODE) (PROPOSEL)) (CLASS CODE) 

POSITION CURRENT PROPOSED RARGAINING 
SALARY $38,981 SALARY $ 39,981 FUND 0 UNIT AdFac I l c  

FROM 1'0 

SXPLAIN THE NATURE OF THE PROPOSAL: 

To update position descriptions for the proposed Student Development Center (SDC) a 

I 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 

I the SDC. 

; 1,000 
:OST OR (SAVINGS) 

I LTTACH OLD AND NEW STAFFING CHART, ( ) 
'OB DESCRIPTION, AND (XI 
LUOAF SIGN OFF FORM IF REQUIRED (x 

., i? -4 .LL Q. 
A 

SIGNED (UNIVERSITY) DF~E 


