Part 1 Face Sheet

MEMORANDUM OF AGREEMENT
MEMORANDUM OF UNDERSTANDING
STATE OF CONNECTICUT
& MOA - Financial Department of Social Services
D MOU - Non-Finaneial CONTRACT ADMINISTRATION

1. Indicate Memaorandum Type. Non-flinancial agreements do not require fiscal roview.

2, Originating agency internal approvals must be shown prior 1o contracting state agency acceptanca.

3. The Dapartmant of Social Services and the Contractor as lisled below heraby enter into an agreement subject to the terms and
conditions stated harein and subject (o tha applicable provisions of the Conneclicut General Statutes.

4, Acceptance of this contract implies conformance with tlarms and conditions as stated in (his agreemant,

{1) ORIGINAL B {3) DSS ldantification Mo, {(#) Centracting Agancy Identlllcation
2) AMENDMENT [ 15DSS52402AY / 064UCN-050-01
{4y Conlracting Stale Aganey Mama (8} Contracting Slate {7} Contracting State
Aganay Slalo Mumber Agongy FEIN
CONTRACTING UNMIVERSITY OF CONNECTICUT —SCHOOL OF SOCIAL WORK uac-no| sp
STATE g
AGENCY (8} Conlracting State Agency Addross [9) Conlttaciing Slals Agancy LIason & Fhone Mo,
438 Whitney Rond Extension, Storrs CT 062691133 Laura Kozma (860) 486-3622
(10) Orglnating State Agancy {11} Originating Siale {12) Originating State
ORIGINATING Depariment of Soclal Services .g{éaé'g&b;umbar ggﬁ?'"gﬁ%
STATE T gy ey e o
AGENCY (13) Originating State Agancy Addrass {T4) Orlginaling Siate Agency Lisiaon & Phona be.
55 Farmington Avenue, Hartford CT 06105 Darlena Klnse (860) 4245587
CONTRACT (15¥Cantract Period (From - To) {16} Funding Periad {From -Ta)
| PERIOD 07/01/2015 - 06/30/2018 TH/2016 - BRAN2016
CANCELLATION This agraamant shall ramain in full foroe and oot 1o the ehtire tenn of (17) Raquirad No, Of Days Wrilten Nolica.
CLAUSE thé conliac] parod stated above unless cancallad 30 Dﬂw
(18] The Coniractor ahail provide sarvicas in accordance wilh the (arme of 1his Mamorandum of Agreemant &8 et [oAR on pages 2
COMPLETE through 17,
DESCRIPTION
OF SERVICE
COST AND {19} Tha Qriginaiing Siate Agancy shall lssue franaler corfifleates pursuant 1o the terms Budgot and Paymenl Terms sot forth In
SCHEDULE OF Saclion 4 an page 17 of his agreament. The maximum gonlract valua for the perod 07/01/16 — 08/30/18 shall not excoad
TRANSFER §7.413,566.00 and lunds shall be axpandad in accordance with the budgal et farth In Exhibit B. Budgats for the parlods 07/01/18
CERTIFICATES = 0GAOAY and 070117 = 06/3041 8 shall ba agread to by the parias and addad o this conlract Ihrough an amendmanl.
@0) | (@1 (@2) (@3) (24) (25) (28)
Ling Budgal Funt Dupartmnm Pmogram Hio Agoniunt (20} [-,"!-i} (28} Amount
Mo, | Fafarance Projeot'Girant Chart 1 Cha &
25 | 11000 [2ES00140 14000 10020 51133 | Dss NONPROJECT | 168024 TA18.5066
(30) ACCEPTANCE AND APPROVALS (31) STATUTORY AUTHORITY - §4-8, 17b- 3
anl of Eaclal Sardo RO .A“ DIRECTOR Darloan Klaae DATE
; ; Director, Office of Skill Dovelopmant ‘_Q 4 {f‘( %__-
Michael Gilbert * DATE
Director, Division of Financial Services .’_"3/ ’E"[ S
ADMINISTRATOR Ann Simeona DATE -~
7 Contract Administration 3‘ i =
45) ATE AGENCY AUTHORIZED OFFICIAL Laura Kozma ) DATE
Y2y ' Director OVFRA Bls| 15
5) ORIGINATING AGENCY MITHORIZED OFFICIAL Roderick L. Bremby _DATE
Fi I-'r;f’ R = Commiasionar § dlds
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PART 2

Memorandum of Agreement - Standard Terms and Conditions
A GENERAL CONTRACT PROVISIONS

1. Procurement and Contractual Agreements

The terms and conditions contained in this section constitute a basis for any conteaet with other
Connecticut State Agencies,  As used in this agreement, the terms “Memorndum of Agreement™ and
“MOA™ are consistent with the term “contract” and the terms “DSS" and “Department” are consistent
with the Department of Social Services and the terms “"O5D" and UCORNN School of Social Warl Office
of Organizational and Skill Development are consistent with “Contractor”,

2. Contract Period

This agreement shall be in effect from July 01, 2015 through June 30, 2018 and shall be reviewed within
ninety (90) days before the expiration date with a written agreement on the terms of the extension to be
completed within thuty (30) days before the expiration date. The written confirmation shall be signed by
the respective Commissioners or his/her desipnee.

. Conttact Revision or Amendment

]

a.  Hither party may request or sugprest a revision or amendment to the contract’s Complete Deseription
of Services (hereinafter referred to as “Scope of Work™ or “Part 37 of this contract); or the Cost
Schedule of Transfer Certificates (hereinafter referred to as “Budget and Payment Provisions™ or
“Part 47 of this continct).

b, A Formal contraet amendment shall be required only Tor extension to the contraet period, revision o
the Budgee and Payment Provisions, and any other provision detenmined material by either party. A
contract amendment shall not be effective until executed by both parties,

¢, Mo amendment or revision may be made to a contiact if the contrmet period as negotiated per
Section A, 2. has expired.

4. Assignment

Either party shall not assign or tansfer any interest in this contract without the prior written approval of
the Linison(s) as set forth in Section 5. b, This shall not be construed as limiting the rights to subcontract
some of the services to be performed hereunder as provided in this contract,

4]

. Liaison And Notices

a.  Both partics agree to have specifically named liaisons at all times,  These representatives of the
]}ar{ics will be the st contcts !'r.‘.gnrding any cll.lq'.‘,d.li.cm:t anel |;a|-nhl¢.:n:m., which may Atise (1lll'i|1g
implementation and operation of the contract,

b, Wherever under this contract one party is vequired o give notice to the other, such notice shall be
deemed given upon delivery, MNotices shall be addressed as follows:

I case of notice to the Contractor:

UCORMM
Ortfice of the Vice President for Research
S|:|u:|::nr::s.1 |"'I'1.:g|';|.l‘n Seirvices
438 WHITNEY ROAD EXT. U-1133
STORRS, CT 06260-1133
PHONT: 860-486-3622 FAX: B60-4806-3720
research ueonnedy
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In ease of notce o 1255:

Department of Social Services
Contract Administration

Attn: Ann Simeone

55 Farmington Avenue
Hartford, C1" 06105-3725
Telephone (B60) 424-4926
AnnSimeonefdetgov

In case of notice to the Department for programmatic matters:

Department of Social Services Olfice of Organizational & Skill Development
At Darleen C. Klase

55 Farmington Avenue

Hartford, CT 06105-3725

Phone: (860) 424-5587

e.  Said notices shall become effective on the date of receipt or the date specified in the natice,
whichever comes later. Either party may change the address or liaison for notification purposes by
mailing a notice stating, the change and noting the new address and liaison.

6. Maintenance of Separate Records

The OSD shall maintain accounting records in 2 manner that will enable DSS to easily aucit and examine
any books, documents, papers and records maintained in support of the contract. All such documents
shall be made available to 188 at its request, and shall be elearly identifiable as pertaining to the contract,

7. Examination of Records

D55 and its duly authorized representatives during the contract period and for a period of three (3) years
after final payment for the services performed under this contract or any extension and all pending matters
are closed shall have aceess to and the right to examine any of its books, records, including but not limited to
financial records, documents and papers pertinent to this contract for the purpose of making audir,
examination, excerpts and transeriptions.

B, INTERPRETATIONS AND DISPUTES

1. Settlement of Disputes

Any dispute concerning a question of fact arising under the contract, which is not disposed of by
agreement, shall be decided by the Department’s Contract Administrator as identified in Secdon 5. b, The
decision of the Department’s Contraet Administeator shall not be binding if appealed by the Signatory of
the Contractor 1o the Commissioner of the Depaciment and the Commissioner of the Department
upholds the appeal. Pending final decision of 1 dispute, the Contactor shall proceed diligently with the
pertormance of the contract in accordance with the Contract Administrator's decision.  In the event of
continued dissatisfaction with the outcome of the Commissioner’s decision, Contractor may appeal to the
Office of the Attorney General.

Jollg
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. PAYMENTS

1. Approval and Ste Liability

The 1288 and the Stare of Connectient assume no linbility for payment under the terms of any contract
until the OB 15 noified, in witng, thae the D85 hag aceepred the conteace

2. Executive Orders. This Conrmer 8 subject ro Fxeounve Order No, 3 of Governor Thonas | Meskill,
promulgated June 16, 1971, concerning labor employment practices; Executive Order No, 17 af Governor
Thotmas J. Meskill, promulgated Febroary 15, 1973, concerning the listing of employment openings;
Exeentive Order Ne., 16 of Governor Juhn G. Rowland, promulgated August 4, 1999, concerning
violence in the workplace. ‘This Conteact may also be subject Exeeutive Onder 14 of Governor M. Jod
Rell, promulgared April 17, 2000, concerning procurement of cleaning products and seivices, in
accordance with their respective ferms and conditions, All of these Fxecutive orders are neorporated
into and made a part of the Contract as if they had been ully set forth i it At the Contractor’s sequest,
the Agency shall provide a copy of these Orders to the Contractor.,

3. NON-DISCRIMINATION
. The following subsections ave set forth here as roquived by section 4a-60 of the Connecucut
General Statufes;

(1} The Contractor agrees and warmanis that in the peetormance of the Contraet
such Conmactar will not discriminate or permit discrimination against any person
or proup of persons on the prounds of rece, color, relipious creed, age, marital
status, national orgin, ancestry, sex, mentnl retardation, mental disability or
physieal disability, including, but not limited to, blindness, unless it is shown by
steh Contraeton that such disability prevents performance of the wark involved, in
any manner prohibited by the laws of the United States or of the stare of
Comnecticui. The Contractor further agrees to take affiimative action (o insure
tiat applicants with job-related qualifications are employed and that employees are
treated when employed without regard to their race, color, religious ¢reed, age,
marital status, national origin, ancestry, sex, mental retardation, mental disability or
physieal disability, including, but not limited to, blindness, unless it 1s shown by
such Contractor that such disability prevents performance of the work involved,

() the Conracror ngrees, inall solicitnons or advertisemenrs for employees
placed by or on behalf of the Conteactor, to state that it is an "affirmative action.
equil oppormnity emplover” in accordance with repulations adopred by the
commission;

(3 the Coniractor aprees ta provide each fabor mon or representanve of worlers
with which such Continctor has o collecuve bargaining agreement or other
contract or understanding and each vendor with which such Contractor has a
contract or understanding, a notice to be provided by the commission advising the
Inbor union or workers' representaiive of the Coniractor's commitments uneer
this section, and to post copies of the notice in consplenous places available o
employees and applicants for employmenn

() the Contpctor aprees to comply with cach provision of thi section and
seetiong 46n-G8c nnd 46a-680 and with each regulation or relevane order issued by
saicl commission pruesiant 1o sections Kn-50, Aomo8e andl Ahaan8L;

(5} the Contraetor ggrees to provide the Comnission on Human Righes and
Opporiumities with such inforinaton requested by the commission, md permit
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peeess 0 pertinent books, records and accounts, concering the employment
pracnces and procedures of the Contractor as relite to the provisions of this
section and sectinn 46a-56.

b. I the Contract is a pablic worls contmact, the Contractor agrees and sarrmts that he will make
good faith efforts to employ minonty business enterprises as subconiractors aned suppliers of
materials on such public works project.

¢ "Minority business enterprise” means any small continctor or supplicr of matesials fifty-one per
ceni of move of the Cu;:if.il.l stock, if nny, or assers of which 1s owned by a person or persons:
(1) Who are active in the daily affairs of the enterprise, (2) who have the power to direct the
management and policies of the enterprise and (3) who are members of a munority, as such
term is defined i snbsection (a) of section 32:90;  and "pood faith” means that depree of
ihiligence which a reasonable person would exercise in the performance of legal duties and
abligations, "Good faith efforts" shall include, but not be limited to, those reasonable initial
efforts necessmy o comply with smutony or repulatory requirements and  additional ar
substituted efforts when it is determined that such initial efforts will not be sufflicient 1o comply
with such requirements.

d. Determination of the Contractor's pood fith efforts shall include but shall net be limited o
the following factors; ‘The Contractor's employment and subcontmeting policics, patterns and
practicess atliemative advertizing, recruitment and taining;  technieal assistance activites and
such other reasonable netvities or efforts 24 the commission mny prescribe that are designed o
erisure the participation of minority business enterprises i1 public worles projects.

¢ The Contmactor shall develop and mantain adequate documentation, n @ moaner presenbed by
the commission, of its pood [aith effores,

f. The Contractor shall include the provisions of seetions (1) and (b) above in every subcontract
or purchase order enteved into in order o Rlfill any obligation of a contract with the state ad
such provisions shall be binding on a subcontiactor, vendor or manufcturer unless exempted
by regubations or orders of the commission. The Contraetor shall ke such action with respect
o any such subcontret or purchase order as the commission may direct as a means of
enforeing such provisions including sanctions for noncomplinnee in secordance with section
Hon-56; provided, if such Contreror beeomes mvolved in, or s threarened with, litigation with
i subcontractonr o vendor a8 result of such tirection by the commission, the Contracior may
request the state of Connecticut to enter into any such litigation or nepotintion prior thereto to
protect the niterests of the simie and the stmte may so enier

2 The following subsections are ser forth here as requued by section da-60a of the Connecticur
Cieneral Siatites:

(1) The Contractor agrees and wareants that i the perfoimance of the Contract such
Contractor will nat discriminate or permit discrimination against any person or groupy of
prersons om the grounds of sesual orientation, m any manner prohibited by the laws of the
United States or of the stue of Connecticut, and that employees ae treated when
employed without regard to their sexual onentanion;

(2) the Contiactor agrees 1o provide each labor umon or representative of workers witli
which such Contnetor has a collective batpaining agreciment or ather comract or
understanding and each vendor with which such Contracton has a contraci ar
anderstanding, o notice to be provided by the Commission on Human Rights and
Opporounities advising the libor union or workees” representative ol the Contracror’s

Sof 18



Riew, 1/11

OGAUCHN-050-01/ 1505524024

commitments under this section, and to post coples of the notice in conspicuous places
available to employees and applicants for employment;

(3) the Contracror agrecs to comply with each provision of this section and with cach
regulation or relevant arder issued by said eommission pursuant to section 46a-56; and

(4) the Contractor agrees to provide the Commission on Human Rights and Opportunities
with such information requested by the commission, and permit access to pertinent books,
records and necounts, conceming the employment practices and procedures of the
Contractor which relate to the provisions of this section and section 46a-56.

The Contractor shall include the provisions of section (g) above in every subcontract or
purchase order entered into in order to lhill any obligation of a conteaet with the state and
such provisions shall be binding on a subconteactor, vendor or manufacturer unless exempted
by repulations or orders of the commission. The Contractor shall take such action with respect
to any such subeontract or purchase order as the commission may direct as a means of
enforcing such provisions including sanctions for noncompliance in accordance with seetion
46a-56; provided, if such Contractor becomes involved in, or 1s threatened with, litigation with

. a subcontrnctor or vendor as a result of such direction by the commission, the Contractor may

reequest the state of Connecticot to enter into any such litigation or nepotigtion prior thereto o
protect the interests of the state and the state may so enter,

For the purposes of this entite Non-Discrimination section, “Contract” or "contract” includes
any extension ot modification of the Contract or conteact, “Contractor” or "contracteor”
includes any successors or assigns of the Contractor or contractor, "marital status" means being
single, married as recognized by the state of Connecticut, widowed, separated or divorced, and
"mental disability" means one or more mental disorders, as defined in the most recent edition
af the American Payehiatric Assoeintion's "Diagnostic and Statistical Manual of Mental
Disorders”, or a record of or regarding a person as having one or more such disorders, For the
purposes of this section, "Contract" does not include a contract whete each conteactor is (1) a
political subdivision of the state, including, but not limited to, & municipality, (2) a quasi-public
agency, ag defined in Conn. Gen, Stat, Section 1-120, (3) any other state, including but not
limited to any federally recopnized Indian tribal governments, as defined in Conn, Gen, St
Section 1-267, (4) the federal government, (5) a foteign government, or (6) an agency of a
subdivision, agency, state or government described in the immediately preceding enumerated

items (1), (2), (3), (4) or (3)

2. TERMINATION

Fitler party may terminate this agreement upon thirty (30) days advance written notice delivered to the other
party specifying a date of termination, In the event either party is unable to fulfill its responsibilities heveunder
as 2 result of impossibility of performance, illegality, acts of God, or any other reasons, termination of this
agreement shall be effected by forwarding to the other paty written notice immecdiately, but at least thirty (30)
days prior 1o said rermination. The nofice shall describe and identify the contingency which gives rise to the
notice of termination and shall be forwarded via certified mail, postage prepaid, return receipt requested.

. FORCE MAJEURE

Neither party shall ineur liability for any failure to perform its obligations under this contact due to causes
beyond its control including, but not limited ro, five, storm, flood, earthquake, explosion, aceident, acts of war,
acts of God, acts of Federal, State or local government or any agency thereof and judicial action, acrs of third
patties, and computer or equipment failures other than those caused by the sole negligence of either party.
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PART 3

Memorandum of Agreement
Scope of Work

PURPOSE

The purpose of the agreement represents a partnership between the Connecticut Department of Social Services
{(hereinafter referred to as the Department or 1285) and the University of Connecticut School of Social Work
(hereinafter referred to as the Contractor or DCONN-55W), Through this partnership, built on the common
thread of the practitioner/ public policy focus, a training and organizational development program is provided
through the Contractor that is customized to support the mission and poals of the Departiment.

‘The agreement is a long range and evolving process, the details of which develop and change daily. While there
are basic elements of Organizational and Skill Development (hereinafier referred 1o as “OSD”) support that are
ongoing, this contract reflects the desire o maintain a flexible arranpement whereby appropriate programmatic
chanpes can be instituted with the agreement of the Department and the Contractor.

Through this contract the parties seek to encourage each of other to look beyond the traditional patterns of the
relationship; to share resources; to exchanpe staff for special events and regular elasses; and 1o work rogether in
a collaborarive way to build on the academic/practitioner relationship.

The Contractor’s vision, mission, and goals are an extension of the Depattment’s mission, poals and
priorities, Each year duting the term of this contrct the Conteetor, through the on-site OS50 Unit shall,
in {'nnjnm'rinu with the Department, review and modify the direction of the services provided to mect the
emerging organizational and staff i:h.wlupmc::t needs as identified by D55, The dl.w.'lup:m'm of annual
objectives based on Department needs and priorities shall be the basis of the OSD Unit’s strategic plan,

VISION: The Contractor's on-site OS50 unit is a collabormtive group of skilled |‘1-I'uﬁ'.5:ti|.):lﬂ]$ who work from a
social justice foundation o support Departinent stafl and the orpanization in providing services that are client
centered.

MISSION: The Contractor’s on-gite ORD unit is committed 1o the philosophy that people arve the orpanization.
The Contractor shall support the Department through the provision of services provided through the on-site
Q512 Unir that eontribute to the development of a learning community to build the competency of staff and
the organization to meet the S5 mission, Throughout the term of this contiact the Contractor through the
on-site OS50 unit shall provide the following core services to the Depattiment. Within the defined core services
there are further defined service arens.

AUTHORITY

Authority is pranted to enter into an agreement as per General Statutes of Connecticut.
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.. DESCRIFTION OF SERVICES

s Uralning el Stafl Development
a  Corpeulum Lluuigu & delivery; necds asacssments; Web Based and Instrocior L Troining;
development of job aides; and maintenance of 4 curriculim libeary
s Orgamzatonal Development (OD)
o Oggmizational change management; facilitition; restructuring; business process development and
mapping; LEAN; Balanced Searccard; orpanizational readiness, and ompanizational assessment,
o Medin and graphic support
o Video design and production, graphie design, newslerter production, and electronic signage.,
= Special Projeets
a  Project management, progiam development, evalvation and other special projects as requested by
D55 Executive Leadership,
e Services provided by the OS1 Unit will reflect and promote:
o Respect for the digniry, eulture and echnic diversity of both elients and swalf
o The strenpth of clients to make choices regarding appropriate programs and servives
& Management prineiples that empower employees to participate as partoers in all sspeets of the
prEanig tion
o Auorganizatonal strucrure that emphasizes regional program design, serviee delivery and decision.
maldng to respond 1o changing cireumstances and community needs

0. RESPOMNSIBILITIES OF OSD
CORE SERVICE — TRAINING AND STAFF DEVELOPMENT

A, SERVICE AREA 1- DSS PROGRAM KNOWLEDGE AND SKILLS

1. Overview: DSS s o dynamic envivonment where programs and policy are contnually ehanging
und/or emerging. The D55 Human Services Progam Knowledge and Skills service area represents
the foundation of any comprehensive training progeam, The foeus of the tasks in this service area is
human services progrnm skills, knowledpe, wols and competencies needed to perform i specific job
funetion.

. 1o msure that both stnie oo tederal mandanes are met i that the Dt‘.pnrum‘.nt HNcets
its mission, the Contrnetor through the onesite OBDY nait shall, in conjunction witl the
Diepartment petform the following tasks:

1. TASK I: D88 Program Trmning. The Contracror, throngh the on-site
81 unir, =hall :h::qil;;u and upeate comiculum and deliver training in DSS
proprams including but not limited tor TANE, Supplemental Nutrition Assistinee
Piogram (SNAT), Medicaid, Access Health CT (ah€CT) system and program, Clald
support, SAGA, Adull Serviees, Social Waork Services, Voluntary Paternity
Psablishment (VPE), Resourees and Client Fraud;

Bolld
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b

TASK 2: Computer Systems Sottware Training, Development and
Support, The Contractor, throngh the on-siie OS5I unit shall design and deliver
trainig in the automated rools and soltware that support produetion including,
but not lunited to Ehigibility Management System (“EMS"), ConneCT,
Conneeticut Child Support Enforcement System “CCSES" varlous Microsoft
Office Products, DSS developed computer systems (Services database, RLog), and
emerping technologies like Inteprated Eligibility Systems (ImpaCT, BIP);

3 TASK 3 Fuman Resource Develapment Traiing, The Contractor,
through the ons-site QS0 uiie shall desipn and doliver training n the development
and adiministration of program steategies; interpersonal case management skills
(e.p. interviewing, contracting with clients, referrals, building relationships, ete.);
Leadership Development (e.g, introduction to pre-supervision, introduction to
supervision, ntroduction w mismanagement, erc.): Complinnce raining, (e.g
HIPPA, Conlidentiality); Workplace Orentatton mainmng, (e Affirmative Action,
Sexual Harassment, Preventing Workplace Violence, Diversity), and Professional
Development ((ime and stress manapement, CPR, ete).

4. TASK 4 — Special Projects. The Contruetor, through the on-site OSD unit shall
when tequested and agreed upon shall provide progeam development, prant
witling, evaluntion support and other special projects.

20 PASK 1 —T1055 Program Taining: The Contractor, through the onssite €51 unit shall:

.

S

L.

Be the point of enny for training and crganizational developiment requests from
Department staff for centealized and apeney-wide propram initiatives;

Meet with Department staff as requested by the Departiment to evaluate and analyze the
training and organizational development recquests as appropriate and provide the
designated Department staff with a work plan sdentifying the steps 1o be taken and the
performance dates 1o meet the idenufied naining and orpganizational development needs;

Fallowing the Department’s review and approval of the work plin the Continctor shall
develop competency based curticnly, multleultural educational design, saining marerials
and arher interventions to meet the taming and organizanonal development needs;

Deliver the agreed upon fraining in the manoer and format agreed 1o by the Departiment,
Conduct an evaluation of the maining provided through the use of @ survey nstrument;

Praor 1o the Deparmment’s implementation of any new program initiatives, perform a
needs assessment (o determine the waining and ogganizational development needs of the
Department in antiecipation of the miplementation of the new program nitative;

Discuss with designared Department seafl the vesults of the oeeds assessment and
thereafier design and develop a work plan identifying the steps 1o be taken and the
performance dates to meet the identified raining and organesational development needs
of the Department for the implementation of the new program initiatives;

Following the Departments teview and approval of the work plan the Contractor shall

develop competency based curricula, multicaliural educational design, naining materials
and other interventions tw meet the tainiag and organizational development veeds for

the wnpleameniation of the new program mitdatives;
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Deliver the agreed upon teaining in the manner and format agreed to by the Department;
Conduct an evaluation of the training provided through the use of @ survey instrament;

Fnsure that all materials developed and all training, provided in response to the
Department’s training and organizational development needs are culturally competent;

Serve on workgroups and commitiees in order to play an active role in the development

of the agency’s programs and provide feedback, ideas, and tangibles toward that
development;

Respond to federal partners and act upon any recommendations for teaining curriculurn,

3. TASK 2 - Computer Systems Software Training, Development and Support: The Contractor,

through the on-site OS2 unit throughout the term of this contact shall;

il

%

[ =5

t,'|.

o,

Be the point of entry for requests from Department staff for Compurer Systems
Software Training, Development and Support including requests for the training,
developiment and support of;
. new technolopies in the workplace and at employee’s worksiations;
2. microcomputer and mainframe sottware and application systems to meet specific
computer tiaining needs and problems;
3. computer skills to specified personnel utilizing materials developed, with emphasis
on the Microsoft Office Suite ol software programs;
4, On site Windows, Word, Excel, Ouitloolk and Access Ir-.lining;
5. CORE-CT
6. GIS (Geographical Information System) services for DSS staff to utilize in
planning of service areas and program design.
7. datpbases 1o support 158 employees in evaluating service desipn and delivery;
8. the Contract Management System;
9. in partnership with MMIS, computer training labs; and
10, utilization of the data warchouse,

In conjunetion with the Department, determine and analyze the immediate and long
range computer-related training needs of department personnel, especially when newly
developed policies and procedures that have a systems interface are instituted;

Meet with Department staff, as requested, to evaluate and analyze the appropriatencss
and scope of the Computer Systems Software Training, Development and Support
requests;

Provide the Department with a work plan identifying the steps to be taken and the
performance dates ro meet the identified training, development and support requesis;

Following the Department’s review and approval of the worle plan the Contractor shall
develop cost-effective and instructionally-effective training desipns including competency
based curricula, multculral educational design, training materials and other
interventions to meet the identified and agreed upon training, development and support;

Deliver the agreed upon training in accordance with the agreed upon schedule and in the
manner and format agreed w by the Department;

0of I8



R, 1711

Jig

.

BEAUCH-05D-01 150552402 AY

Conduct an evaluanon of the aming provided thiough the use of a survey ingtrument
completed by fraining participants;

Develop, maintain, and monitor a costomized tmining anit data base system and other
customized training unit appheation programs;

Dlevelop and submit to the Department for approval, policies relative 1o the provision of
PP and software support services to the Department:

Following the Department’s approval of the policy, provide such PC and software
stpport gervices and ather lwlpndcnk funennns on an as necded basis;

Serve as an educational and training linison o the Department’s system development
tenims,

Male availnble e-learming oppertuni 1es (e !..')qmrl.'lm;m stalt through the dwvlupment
o wels lased courses and the use of @ Learning Management System;

Clrilize the l.r:arnlng Management System 1o support traning and tFt'Ut.lupﬂ wenf netivitics
el o infuge o the L')up-mtmcnl any new and evolving technolopies in computer
ayatenis and software,

4. TASIK 3 = Muman Resource Development Training: The Conteaetor, through the on-site €51 unit
llinmgl'ﬂ‘!m the term of this contmet shall:

il

Provide comprehensive skill based traming and consultation serviees for pew and
existing Department siaff thar

. help solve Department stalf's problems related o job performanee;

2. address professional and personal development activities for Department Sl
anl

3. focus on the skills needed by Department Starf to munage oneself and/or others,

4. Uxamples of the scope of skill based traimng and consulmtlon services to be
provided melude, but may nol be limited o Managemenat Skills, Supervisoty
Development CORE Skills, Culiueal Awareness/Responsiveness, Aping Mrocess,
Principles of Social Work, lasues of Poverty, Business Writing, Presenmtion and
Facilitation Skills, Affiematiee Action, Worlgplace Violence Prevention, Conflict
Resolunon and Customer Service,

5 Txamples of the formart tor the presentation of the skill baged raming and
cofsultation services include, but may net be linited (o Seminars, workshops,
instructor led rraining, web based training, or self-study programs i this atea are
l:{r.-.:signq.d o enhpmes mxu&tiug kut,\wll;'.d!;c\: sl wledlls of stall o offer I’P[Jt;lﬂllﬂ"it‘:ﬁ
o expand their knowledpe bave in new sreas; 1o prepare staff w aceept preater
responsibilings within thetr current funenons as well as promaote career growth,
Fxamples include, but are not imited to; Supervisoty Cote Series of Courses,
Cultural Awareness/Responsiveness, Employee Ovientation, Communieation nnd
Intetpersonal Skills, Team Building, Stress Management, Conflict Transformation,
Prosfessionalism and Presentation Skills,

1ol B
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Provide support to the Department to review and if necessary, revise management
services inclusive of skills training to support cultuial change in the organization that is
focused on service, cultural responsiveness, and competency,

Provide the Department with steategies and teaining in the areas of foundational eourses
including, but not limited to, Sexual Harassment, Preventing Workplace Violence,
Customer Serviee, ADA and accommodations, HIPAA, confidentiality and other
orientation coursework,

Provide Department staff with an OS50 One-line catalog that provides a schedule of
elective courses, tips and articles to assist in ongping skills enhancement and information
tearding 051 netivities.

Provide the Department with assistance in the identification of the cavses of specific
performance shortfalls and work with Department’s Management staff; including but not
necessarily limited (o Executive level management, Managers, Directors and Supervisors
tor develop comprehensive strategies and solutions,

Provide, at the direction of the Department, additional consultation services that shall
include, but not be limited 1o, the fctlitation of work FrOUpS aied the eoordination of
conferences.

Further develop a Learning Management System to integrate skills training for utilization
by Department siafl

Continne to develop and deliver the Supervisory Core Series and Pre- Supervisory Core
Series,

Provide Leadership Skills training for Directors and Managers.
Develop a Leadership Institute to support Suceession Planning in 1SS,
Continue to update and deliver, as needed, employee orientation for new staff,

Develnp, implement and support E-learning skills tiaining, inclucing a Learning
Management System to support a learning organization.

Design and deliver, with the approval af the Department, new and innovative courses in
the arens of professional and individual growth and development including twopics such
as Conflict Transformation, Pumping Neurons, Boost Your Spirits and Job
Performance,

Develop and deliver orpanizational skills training in areas of Fihics, ADA, Service and
others.

CORE SERVICE - ORGANIZATIONAL DEVELOPMENT

3. SERVICE AREA II - ORGANIZATIONAL DEVELOPMENT ACTIVITIES

1. TASK 1: The Conteactor througlh the on-site (S0 unir, shall throughout the term of this contmen:

Anticipate, seel out, and identify arens within the Department where O (organizational
120f 18
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development) interventions will promote orpanizntional liealtly, change managgment,
growth, and development; o promete and support such interventions,

b, Galvanize agency personnel to create a synergistic vehicle for problem solving
. Facilitate groups to help them attain their objecnves

d.  Edueate and inform department salf of the principles of a performance model which
analyzes problems within the contest oF organizational dssues vs stall delicit

e, laiate activities and sustain cultiml 1-'|’u'|l'l|_.5c

£, Pardcipare as members of committees, work groups, and process improvemen s teams
catablished within the Department to facilitare problem analysis and development of
steategies and solutions, and provide problem solving, team building and organizational
change activities.

# Provide o wide range of consulnng services that can:

Assist gupervisors and managers with the wdentificanon of issues and problems;
Assint with the developiment of resolutions:

Facilitate agency program development woikgroups;

Wark towards the resolution of PC soliware ind document design issues;

Assist the Department with the development of more effective service outcomes,

g W —

he Provide continual training and organizational development in all Department programs
and services, meluding but not limited ta, updates and changes to any Department
PIFOETIN OF fErvIce,

L Conduct an organizational development needs assessment for the design, development,
defivery and evaluation of any new proptim inltinives

Develop o mult tiered tmining and organizational development process far sheills
building in Supervisory, Managerial and Leadership Development

—nn

k. Facilitate problem analysis, develop stratepies and solutions, and provide problem
solving, team building and organizational change activities,

I Provide, as ditected by the Department, o wide mnpe of consulting services from
working with supervisors and managers on nnit 1ssues o enhanece knowledge and
understanding of problems, and work toward resolulions; 1o toubleshooting with stalf
to pesolve PO software and docament destgn msues.

CORE SERVICE -~ MEDIA AND GRAPHIC SUPPORT

C. SERVICE AREA [Tl - MEDIA PRODUCTION

1. Task I: The Contractor theough the on-site OSD unit, shall throughour the rerm of this contmer:
e Maingin the QRD Medis Center, # state-olthe-set medin produeton Faeility, used (o
provide media support for training and client education projects at the Department.
Medin Support includes, bur may net be liied 1o
130l 18
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Training Videos: The Media Center staff works with the Department’s team or

project leader and staff to from the inital coneept development to the final field
production, editing and duplieation.

E-Learning Courses: The Media Center stall works on the addition of video

scgments to suppoit Computer Based Training (CBT) cowrse development.

PowerPoint: I'he Media Center staff provides support for the development of
PowerPoint presentations. This includes the hacdwire tools necessary tor their
presentation. (lap-top computers and data projectors)

Publications: Using graphic software The Media Center stmlf produces printed
material from one-page flyees to 100-page annual reports, (lay-out and printer
preparation)

Photography & Video: The Media Center sta l'l-'l'.-m\-iq'lq-s |11n'.rmgm|rhic and video

taping services for Department events, projects and programs.

Graphie Design: The Media Center staff provides graphic design services from
conecept to launch,

Utilize the 0813 Media Center to produce video and other communications tools
(newsletters, posters, electronic message boards, ere)) necessary to fulfill the training,
developmental, educaticonal and technical needs for the work performed by the
Department and to promote the mission of the Department.

Provide consulttion to the Department regarding the development of training and client
education projects. Consultation shall include the research and development of new and
creative ways to produce and deliver programming,

Provide direction and leadership in the development of new communication technaology
tools that advances the vision and mission of the Department.

Conduet n needs assessment of new program initiatives to design, develop, deliver ind
cvaluate the necessary media support,

CORE S5ERVICE = SPECIAL PROJECTS

D, SERVICE AREA IV = SPECIAL PROJECTS

1. Task 1: Assign staff to new initiatives and speeial projects as assigned:

.

Assipn stalf to projects to support grant writing and management, health disparities,
Fatherhood and others as requested, Projects and new initiatives serve (o)

1
2

. work to bridge disparities between the Department and underserved communities;

warl within the Depattment to influence program planning and the provision of
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diveet services to clients;
3. contribute to a modification or increase in Department stafT knowledge and
competence in working with underserved ethnie/cultural groups:
create and maintain a Departmental presence in targeted communities;
. work within existing community based organizations and 1SS to facilitate
diversity informed inclusion and participation in Department programs and
services,

o

E. STAFFING

1. Organizational and Skill Development Unit: Throughout the tenn of this contract the
Contractor shall employ a core staff, stationed within the Department. At a minimum the
OSD unit will consist of (ttles used are UCONN classifications) one Director, 2 Associate
Directors, support staff (eg. 1 administrative assistant, 2 eleck typists), direer service staff
to the agency (30 OS5 Consultant and Project Managers, 1 Fxecutive Project Director, |
Executive Media Producer, & 1 Media Producer [11) and .5 Grants & Contracts Specialist
L.

A, The Director will have responsibility for the overall administration of the Organizational and

Skill Development Unit and coordination with the University of Conneeticut, School of Social
Work,

b, The duties of the Director will include overall planning for the unit, internal and external
coordination/communication on training programs, activities, and issues; monitoring of the
programmatic and budget aspects of the maining agreement; maximizing internal and external
resources; directing long sange planning activities; and insuring an adequate management
information system for the unit.

¢, Associate Directors, are responsible for facilitating the implementation of a team structure in
OSD0. In this capacity, Associate Director’s design, develop, and deliver trining and
organizational development activities, while acting as leaders and managers, They also manage
budget line items, evaluate the effectiveness of training, and provide collegial consultation.
There ave currently 2 Associate Directors,

d,  Media Services (comprised of a Media Producer T and 1T) provides both technical and
leadership expertise in the delivery of comprehensive instructional media services to support
OS50 and 1285 progiam and organizational interventions, Responsibilities include but are not
limited to, training members of the unit in the preparation and use of basic media materials;
design, produce and evaluate o wide range of educational and training marerials; direct and
produce instructional and agency informational videos, brochures, posters, booklets, etc,;
develop specilications and coordinate the purchasing, inventory, and dissemination of audio-
visual equipment, production suppliers, and commereially prepared instructional materials;
eatablish a preventive maintenance program for sophisticated audio-visual cquipment,

e, The Administrative Assistant and 2 elerk typists provide a wide range of support activities,
Specifically the Administrative Assistant is responsible for the overall office management of
the OS2 Unit; maintenance of TUMS (Training Unit Management System) including the
analysis of data and report peneration; supervision and direction of the worklow of clerl
typisis; preparation of data for monthly contract bills; ordering and monitoring of all unit
supplies and materials; maintenanee of the eurvent budget and preparation of reports as
needed; coordination of conference and other large QS0 sponsored activities; production of
computer penerated graphics, The cleck typists perform a variety of tasks that include bue are
not limited to word processing, data entry, preparation of training materials and workbooks,
aupport for taining stafl, DS Learn Center management, and toom reservation management,
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2. Coordimition, Eyaluation, Support seivices/ UCORNN School of Social Werlk

L.

1o fulfill the requirements of the contmet, additional seaff are based at the University
School of Social Work. These peesonnel provide suppott services in the aveas of overall
administrative support; personnel serviees; purchising and relued functions; contrer coordinanon;
consultation regarding curriculum development and linkage sith resources within the School and
Ulniversity, ar larpe.

These services are delivered by staff whe are Tully or partially fuaded by the eonteact,
Al aspects of contract coordination are provided by the Executive Progeam Director in
conjunction with Associzte Dean, and the 85W Director of the Office of Finance whose job duties
and responsibilines include development and monitoring of contract services, procurement of
resourees to fulfill all pspects of the contract, and an oversipht lunetion to insure that coordination
and delivery of services by University personnel meet contractual obligntions. Other services
provided by the Sehool fall lntwo the areag 6F pusehasing and selated funetions; personiel; resource
lindeape: (within the School and University); evaluanon: consulmtion in the areas of social work
practice, admisteation, culiural responsiveness; joint projects meluding the development for o-
learnitiy and learn center management, and sending and receiving capabilities,

3. Joh Desetiption for Personnel: The joby deseriptions are amached (Hxhibit A)

I.  RESPONSIBILITIES OF DSS

The Department will provide infrastivcinee on site at DES locations including parking, olfice spaee, utilites,
copiers, paper and other supports for the Contractor to provide services 1© the Diepartiment,
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PART 4

Memorandum of Agreement
Budget and Payment Provisions

A, BUDGET - The budget attached (Exhibit B}
The approved budget for the periad July 1, 2015 through June 30, 2016 i ger forth o Hxhiby B Contencror

shall utilize funds a3 ser forth i the approved budgen

“a

=1

The budgets for the periods July 1, 2016 through June 30, 2007 and July 1, 2017 through June 30, 2018 shall be
apreed upon by the parties and adeed to this conteact theough an ameadient,

B, PAYMENT PROVISIONS
Tu the event that funds allocated by this apieement are not fully expended, Contractor agrees 1o return all
vinised fuidd to D55 within 30 days of the conter termination or cancellation.

i

i

58

£.

d,

i

Payments for the program perod shall be made in sccordance with the Bucger contmned in this contract,
ane labseled [xhibit B of this conteact,

Total propgram cost shall be defined sz (he wral divect cost plus the indivect costs as shown in 1he Budpet
contained in this contract, aned Ebeled Txhilit B of this coniract,

The Contractor shall submir to the Depanment's Contract Administrator at 55 Farmington Avenue,
Hartford, CT an approved service ransfer invoice detailing costs. These invoices shall e submitted
monthly and no liter than the 15th of the second manth following rhe services. The Department agrees
i imalee payiment tor sieh costs detmled in Exhibit B of this conteact upon the Departnient's approval of
the service ranster invoice from the Contiractor.

The Contractor shall provide the Department with requested information needed by the Department 1o
support any elaims by the Department [or federal finaneial participation related 1o expenditures incusred
and paid under this Contract.

Payments by the Department 1o purchase services herennder shall not exeeed the Contractor's costs, and
the costs shall nol exceed the amounis reasonable and necessary o assure the quality of such service, nor
cover any cost which is not attribumble 1o the operation of this program.

In the event fringe benefit levels established by the state or W the event union wage agreements exceed
the amount budgered for such costs, in any fiseal year, the conrmet budger and payment amount shall be
adjustid to provide the addinonal funds requived o meet these sbligations:

I ihe event that the indivect cost ptes established by the Pederal Government are ehanged duting the
progeam period and the changed races aftect the previonsly agreed npon payment pereeinmpes (cost
shares) and amounts, the Department, upon notification by the Contractor, shall issue a letter
amendment 1o this contract ndieating the negotiated percentages imd amounts,

[ the event that audiv reports (Ssoaed by the Depariment or St of Connecticnt) alleet the contract
budget (Hxhibit B) of this contract in any way, the Department and the Conteactor shall eaoperate 1w
resolve the audit recommmuendations us they apply to the budget ssoes and the Deparement shall ssne a
letter of amendimont o this eoniract i]lc“l,‘.s”_i_l_‘[g the acton fo e mlken.

Page 17 ol 18



Rev. 1/11 DGAUCH- 5001/ 1 SD552402AY

¢, REPFORTS

I The Contretor agrees o subnnt the fallesdnp reporms at the following tines;

e Seristical Reporta: written gtatistical ceporis shall be submitree ar the end of ench monrh during the progem
eriod, Each repoct shall eonrain asummary of all training provided 1o date snd any Tther nformation ofan
adbministrative orstutistical nuture necessaey for thisz progeam as determiigd by the Department and the Univeraty.

b, Expenditure Report: written intetim fnancial repors shall be submitied within 30 days of the end of
cach theee month period containing a detailed deseription of all costs (renmbursed and in-kind) incurred
by the University to date and containing such other information necessary for this program as shall be
deemed satizfuctory by the Depurtment to justify the payments made bereunder, Such reports will be
submittecd i a fornmt deemed munally agreeable (o the Department and the Universiy,

¢ Final Stanstieal Reporr: a final stantsneal veport shall be submitted withm sixty (60) days after ithe end of
cach fseal yenr. The final report «hall eontain o sunumary of the monthly statistical teports, statistical
information concerning services provided, and other relevant issues concerning the operation of the
program tequired by the Department, The report shall be presented moa format mutually agreeable to the
Department and the Untversity.

. Final Expenditure Report: nes later than tne hundred and tweanty (120) days after the elose of each fscal
year, the Untversity shall submit s final inveice. This invoice shall be presented in a format mutually
agreenble to the Department and the University, After the submission of the fioal invoice, no
adjustments shall be made (o i excepr for Ondings resulting from nudit reports,

e, Delinguent Reports: The Department rescrves the night o withhold payment for this contract it the
Department lins not reecived on a timely basis acceptabile statisticnl and /or expenditure reports. In
addition, the Diepatiment reserves the vight to withhold payments in whele orin part if, in the
Diepartinent's determination, the Conteseror has failed 1o peeform the scope of work contemplated under
this agreement. T nosuch eases the Department shall notify the Contractor of the intent 1o withhold
payment and allow Contractor a period of thirty (30) days from the date of the notice to cure such defect
m performance,

1. Agreement Modifivations

1. The partics recognize that the seope of work and subsequent budget line ifems reflect the best thnking in the
context of resonrces available at the time of the writing of the contact, To meet the Department's mission as
it evalves and o be able o respond w clunging Fedesal and Stmie requirements, the agreement may Tave o
be amended during it life. Chaoges in the scope of work that are substantially within the intent of the
conttact, sd changes of budpet line 1rems up m 10% (+ or -) may be sccomplished by a letter of sgreciment
approved by the Depatment's Contract Administrator and UCONN Grnts and Contmets.  More
substantive changes to the agreement not addressed elsewhere in the conteact will require approval of the
Dean of the UCONN School of Social Werk, UCONMMN Grants and Contracty, LCOMN  Research
Ioundation, the CT 155 Coanunissionet,
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EXHIBIT A
DIRECTOR JOB DESCRIPTION

UCPEA JOB DESCRIPTIONS
AFSCMII NP3 JOB DESCRIPTIONS
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Payroll Level / Title: e

Under the administrative ceview by the Dean of the School of Social Work (S5W) and executive direction fiom the
Commissioner of the Departiment of Social Services (D58), directs the operation and adminisiration of the
Department of Social Services Office of Organizational and Skill Development (OS1) conuact, serving over 270
1385 cmployees, This includes assuring contraet goals and objectives are met: determining the alloeation
appropriateness af budget expenditures for the program; and assoring adequate franed contract stafting for the
lmplementation of the trainmg and prganizational initiatives of 1SS This contract allows the School of Social Wirk
ditect access to the State of Connecticut's main Fuman Social Services agency (i 155). In addiuon this allows for
the creation of innovaiive and collaborative Social Service proprams and it ives, t:l“i:“-'n'rg the expertisc af 55Wand
155 stuff.

Characteristic duties of this position as outlined in the audit materials appear to be:

o Meets with 189 commissionets and direeross o assess agency issoes/ problems, identify progammatic and
opertional needs and derermine appropriate raming and otpanizational developmen

e  Pasticipates in designing and prioritizing S5 mussion and priotitics
®  lntegrate training plans and organizational development interventions inte the D83 strtegie plan
»  Designs DSS policy a8 it pertains to implementation and development of 51 programs and initatives

o Makes budpet projections, prepares and presents an annual budget 1o 158 commissioners and the Dean of
SEW i support interventions that reflect meeting DSS agency goals and priorities

o Maintiins communieation with D55 Offiee of eontracts in the execution of the legal mandates of the
contract, and communicates with the Umiversity’s Grants and Contracts office and the Research Foundation
to insure University interest are represented

»  Secures npreements to charge for OS1Y services (o ofher agencies, organizations and business (examples: IVD
Child Support, Burean of Rehabilittion Services, Hartford Housing Authority) on behall of 155

e Represent DES and S5W ara vanery of national meetings and conferences regarding the mle of training and
orpastizational development and initiatives in the fiell of Wellare and Social Service

o Iincilitates micragency oversight groups charged witl implementing new initiatives and programs

o Meets with legisltors to convene sk forees which explore issues relevant to DSS opetations and lead design
teams o introduce these new initatives.

o Provide leadership in the overall administiation of the Office of Omganizational and Skill Development
{OED) to inelude the delivery of consulting wnd edueational services in the areas of organizational
development, quality improvement mitiatives, staffing, sl progrum development within the guidelines of the
University’s contract with the Depattment of Social Services.

o Divelops, evaluites, interprers, and enforces OSD policies, procedures, and stratepies; has direct muthority o
make or approve decisions that may establish or alter policies, procedutes or operations; serves as a principle
source of infarmation regading the interpretation and applieation of policies and regulations poverning OSD
aetvities and proprams,

o Within prescrilied linsits of authority, acts on behall of and makes decisions in the absence of the Director ot
during petiods of unavailability in arder o eamry out responsibilities.

e Serves asa primaty authotity on major personnel decisions o inchude staffing, huing, dismissal, evaluation,
promotion, and taining of OSD stiff assigned to the Department of Social Services, Manages, evaluses, and
assigns work and coordinates aerivities of the OSD staff. Conducts performance evaluations, handles
employee disciplinay matters, and participates i management of personnel matters

Exlithit A — Page 2



s Analyzes agency 1equests for new training, programs and distributes workload to frainer based on expertise,
equitable assignment of worle, and tmeline deliverables are met.

e Writes project plans for any new minative or new subject area for traming or organizational develapment
including projeat scope, resources, deliverables, and timeline:

e Manages ssues reparding trnee belwvior and pargapation in scssions; determings (ssiues and ensures proper
documeniation; follows-up with supervisor, agency HR, CHRU), ar other patty,

o Mlanppes isaues [vom trainees re:gnnliug tEniner qh:lih.-::r)-, l.r'rﬁl'li.ris set-up, and Imining schedules.

®  Supervises tamers’ i rheir progeam creaton and delivery w include wemificnnon of resourees, answering
guestions ol scope, provision of skill building, review of curicals, ete.

®  Serves on various DSS executive teams like the 1SS litigation management team to identify any
organizationsl and tninlog responses Tor litlgation agmnst DSS due ro eligbility processing,

e Meets with Centers for Medieaid and Medicare, Food and Nuttition Services and other regulatory ngencies to
report on MMedienid, SMAP, and other elgibality program processing including training, crganizational
chiunges, and technology implementation,

o Approves budper requests weluding contractual, equipment, teavel, and commaodines line items to support
the delivery of raining and organizational development,

¢ Develaps and administers workshops, training proprams, and conferences in accordance with DSS program
E;nnh\.

e Ovther related duties as required.

MINIMUM ACCEPTABLE QUALIFICATIONS/SKILLS

1. Bichelors depree in i social, Lehivioral science or I:Ii:ﬁ:;i[.‘lli.m' appropeiate (o the propram o be served and a
minunum of 7-10 years of relevant experience of relevant experience; or a Master's degree and theee 1o five
vears of relevant experience,

2. A backpround in organzational development, seaching and/or traming,
3. Demonstrated knowledge of social welfare programs and services,

4o Bseellent adminlstiative, organizational, and people management skills, including ability to wdentify and
resolve sdminisiative and personnel problems

=

Iixeellent writren, verbal and interpersonal skills and ability to work effectively with staff and administiaors
as well as external agencies/groups and the public.

6. Ability to oversee sttt that eonduets assessments/research, analyzes data, and applies data o individual,
proup, and/or ofganizatonal settings.

T Bxperience mmaging and leading project feams,

8. High proficiency in MS Qffice Suire specificnlly in Word, PowerPoamt and Aceess,

PREFERRED QUALIFICATIONS
L Demonsteared managesial expenience.

2. Demonsteated liscal and conttnet management experience,
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Payroll Leyel / Tide: Associate Director
Job Summary:

Under the ditection of the Direetor of the Office of Organizational and Skill Development (OS13), this postion is
responsible for the day-to-day management of the operuaon at the Department of Socipl Services. As 4 member of
the OS5 lendership teqm, the incurnbent participates in the formulation of policy, is engaged in lang-range planning
for the OSD division and is accountable for the ereation, development, and mmplemenmtion of mtemal poals and
strategies (o sustitin and expand current programs and operations as well as ereate and develop new programs,

Duties and Responsibilities:

& Drovide leadership in the overall administration of the Office of Organizational and Skill Development
(OI8D) 0 include the delivery of consalting and educational services in the aveas of arganizational
development, quality improvement initiatives, statfing, and program development within the guidelines of the
University's contract with the Depattment of Social Services and within an asen,

e Develops, evaluates, interprets, and entorees OSD policies, procedures, and strategies; has direct authoriy o
miake or approve decisions that may establish ov alter policies, procedures or operations; serves as a principle
source of information regarding the interpretation and application of policies and repulations governing OSD
activities and prograns.

o Within preseribed fimits of authonty, acts on behall of and makes decisionsn the absence of the Direcror or
cluring petods of unavailability i order 1o carry oul responsibilities,

®  Seives asa Immaw mul:.urn,'jI an major ]:-rt'ﬁmuml decizions o inclide stalfing, hiving, dismisaal, evaluation,
;:-h':rnnlmn anel training of OSL) staff assigned 1o the Department of Social Services, Manages, evaluates, and
assigng work and coondinates activities of the OS5I swaff. Conducts pecformance evaluations, landlles
employee disciplinary marters, and participates in management of personnel matters,

o Analyzes agency requests for new treaning programs and distributes worldoad (o trainer based on expertise,
equitnble assipninent of work, and tmeline deliverables are met,

#  Wiites project plans for any new initiative o nesy subject sica for raining or organizational development
including project scope, resources, deliverables, and timeline,

L] M HipEs 15.51"._-3 l'l:ﬁi‘lr;l".'qg tmn‘m‘ﬂ I::-hm.*inr el 111|.illcjl‘|s1r|¢.:n I.n wr.!‘tkl.nuﬂ, r,ll&li:ilull‘u.:t Isses .lltd CHRRUres Prapsel
documentation; followsup with supervisor, agency R, CHRO, or other pariy.

e Nanages ssucs from tramees rt'gﬂrdl.ng trainer delivery, fratning set- up, el training schoedules,

® ::itqiws:\ri:crs trapines’ m their prosjeam creatiog and delivery to include identification of resources, answering,
guestions of scope, provision of skill building, review of curricala, ete,

e Sepvis on various DSS executive repms like the 1SS litgation management team (o ulvurli'} nivy
nr!gnnlmllumll and l:*sl.lnlng fesponses for Iltlhdll]t!'l'l ng.umt D58 dhe 1o chﬁ*lhl]ll}' pl‘ﬂcl‘-ﬂil]h

s Mects with Centers For Medicaid and Medicare, Food and Nutrition Serviees and other regulatory apencies to
ek an Mledieaid, SMAE, and other ('ﬁgihih'[rv [pimigtim prut:r.'.mirl'g illl.‘lllt’ir'l?llr !I‘:"fit'ling, m,_,mm'muinnnl
clianges, and rechnology implementaton,

& Approves budget reguests including contraciual, equipiment, irvel, and commedities line items o support
the delivery of teaining and erganizational develapment.

o [Develops and administers sworkshops, teuining programs, and conlerences in accordance with 1S5 program
powle.

o Orher related duries as required,

MINIMUM ACCEPTABLE QUALIFICATIONS/SKILLS
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Hachelor's degree in 4 wocial, behavioral science or diseipline appropriate t the pragiam o be served and 4
ntnimum of 7-10 yenrs of relevant experience of velevant experience; or & Master's depree and theee 1o five
yenrs of relevant experience.

A Backpround mn organizational development, teaching and far Eraning,
Demonsiiied |hl¢.'l\\"]1.f:.|]‘;|.‘ of soeial welfare programs el services.

Faxeellent admimsteative, organtzatonal, and people management skalls, meluding abiity to wentify anel
resolve adminsrative ane personnel problems

Faxeellent wrinen, verbal and inrerpersonal skills and ability to worle effectively with sialT and sdminsarors
as well as exiernal agencies/groups and the public,

Ability to oversee stalf that conducts assessments/research, analyzes data, and applics datm o individual,
group, and/or orgamzational settings,

Expenence managing and leading project teams,

[igh proficiency in MS Office Suite specifically in Word, PowerPoint and Access,

PREFERRED QUALIFICATIONS

yi=

Demonstrated supervisory expenence,

Exlibit A - Pape 5



Orgranizational Skill Development Consultant and Project Manager

Payroll Title: LICP X
Class Code: 0952-9089
Job Family: EDU
FLSA Code: N

Score: 639

JOB SUMMARY

Under the general divection of a School of Social Work administrator, and opernung within the gundelines of the

University's contiet with the Deparrment of Social Sepvices, provides consulting and edueations] services i the areas

of organizational development, quality improvement initiatives, staffing and program development.

GUIDELINES FOR THE POSITION

Incumbents in this position are expected to be responsible for the day-to-day sdministration of the Connecticnt
Department of Social Services (DES) comprehensive orpanisational development and teaining seivices, They e
expected 1o act independently within the vision, mission, valued md peals eatablished by 188, Federal wnd State

legislation,

CHARACTERISTIC DUTIES AND RESPONSIBILITIES

I, Serves ns an advisor to DSS executives and manapers reparding organizatonal development inttimtives, gqualicy ancd
process improvement ininatives and program and service implementation; nssists in the development and
implementation of long rnge stralegic goals and plans.

2 Works closely with Federl, State and community pariners to align worklforee and services within thelr aten of
public welfare policy such as Food Stamp program, Medicare pat 1, TEA progeam and Child Support prograim.
Anmlyzes inconsistencies, forms strategies and implements approprate interventions,

3. Recruits qualificd participants to the program thiough promotional activities and contact with torget population;
nssesses educational need of teger population mnd recommends courses of action 10 meet those needs,

4 Provides professional development counseling to DSS saff; recommends course programs, monitors mainee
progress and recommends o management performance improvement measuves and interventions,

5. Develops and admiusters workshops, taining programs, and conferences in pccordance with DS propram goals.
Develops or aversees the development of training procedures, manuals and other maining aids.

6. Manages a complex web bazsed system [or program registeation, training records and matenals, nacking and
evaluadon of training which supports the delivery of services; generates reports as needed,

7. Manages approved budget for program or sub-unit ol minjor progeam; approves expendituies, within broad
puidelines; may generte income, set Fees and oversee billing and accounting procedures; prepares budget repors
nndd projeetions,

8. Colleers and analyzes 1355 service dara and parficipates in evaluating serviee effectiveness; designs and
implements needs assessment and evaluation tools; identifies prohlems and makes changes, within prescribed
puddelines, oy recommencds major changes,

U, Servesasa resource to students, staff and stace legislators on miatters relating to terpreration and application of
1355 program palicies, procedores and repulations,

10, Researches, designs and provides innovatve orpanizaconal mud educational models 1o manageiment that support

agency statf and enhance service dolivery; conducts review and assessment of results,
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1, Oversees adminisiative snd support Funciions for serviee aven, fneluding the management of DS project weaims
and project members; provides coaching and other management interventions to insure that project team
membeis meet projeet goals.

Treaing and evaluaies the elfectiveness of 155 stafl; determines the most productive distribution ol work
agsipriments (o meel progom goals; makes stalling recommendations,

13, May infuse training cureeudn with muldealiral principles o enhance responsiveness to umgue coltural chinllenges,
. Represents 1SS on committeos; may present ail national and/or loeal conferences,

15, Is responsible for School of Socml Work special projects which may be on-gomng or shorrterm and which require
planning, coordination and aupervision.

16, [<ceps abreast of chanpes o wellnee laws, regulanions and policies,

17, Perfonms other duties s required.

MINIMUM ACCEPTABLE QUALITICATIONS

I Bachelors depree i a social, behavioral science or discipline nppropriate to the program to be served and a
mininem of four o five years of velevant experience; o a Masters degree und two o four years of relevant
experence.

2. A background in organizational development, teaching and/or training,

30 Demonstrared lenowledpe of socml welfare progrms and services,

4 Bxeellent administrative nnd organizational skills, incloding ability to identife and resolve administeative
prablems,

5. Ability to develap, plan, orpanize and facilitate worlshops, Hxperienee presenting infonnation o diverse
groups in classzooms, presentations, forums and other venues,

6. Hxeellent written, verbal and interpersonal skills and ability to worl effectively with staff and administiators
ns well ay excernnl agenecies/gronps and the public.

7. Ability to conduct assessments/research, analyze data, and apply dar to mdividual, group, and/or
organizational seitings,

B Dxperience managing and leacing project teams,
Y. High proficiency in M5 Office Suite specifically in Word, PowerPoint and Aceess,

PREFERRED QUALIFICATIONS

. Demonstrmied supervisory experience,

o}

. For some positions a demonstrated expenence and knowledge ol smre compurer systems like the Eligibilivy
Manapement Sysiein,

3. Demaonsrated ability w desipn curnculum wath application of adult learning prinaples, multieoltural design
and erirernan referenced instrction.

d. Proven abilicy and experience in i:!rg:mm:uiurmi development in lnge scale, complex organsaiions,
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Execuiive Program Dirccror

Payrall Tiile: UCP IX
Class Code: 0917-908%
Joh Family: EDU
FLSA Codey E

Score: 642

JOB SUMMARY

Linder the penceal divection of @ senior administrative official or principal investipator, provides admindsteative and
program leadership for 4 large complex teaining, research or educational program designed (o support the University's
resenrch activities, educational outtesch services, (he geadeimnie cortienlung, or to provide o student serviee,

GUIDELINES FOR THE POSITION

Tneumbents in this position are expected o be respongible for the day-to-day administation and delivery of program
content for a large, complex program or several departmental programs.  Incumbenis are expected o act
independently within the goals and abjectives of the program and the guedehines established by supervisor whe has
ultimate responsibility for progeam design, goals, financial conrol and accountability. lacumbents may not make
mpjor changes without prior approval,

The primary difference beoween the Executive Program Director and Program Director is the size and complexity of
the operation and the level of responsibility for progeam leadership, Both can aet faitly autonemoeusly but the
Fxecutive Program Divector has a more complicated and larger operation 1o administer. Executive Program Director
has more responaibility for program leadership and is often the person second only w rhe senior adminisitive
official or principal investigator or may be a principal investigator for some portion of departimental programds).

CHARACTERISTIC DUTIES AND RESPONSIBILITIES

[ Oversees the planmng and implementation of progrm and/or departmental services and activities and i
responsible Ffor the day-to-day delivery of program content.

2 Directs the day-to-day operation and admintstiation of the progmm and/or departmental servicey in
aceordance with program goals and objectives; oversees program coordination and logistics; prepares
necesgaty reports; resolves problems and makes changes (o accommodare changing priorites and noeds.

3 Sclects, tralins, superviges and evaluates professional, classificd and student staff, cither diveetly or through
appropriate supervisors. Recommends stalling needs; determines work assignments and work ::dthlt.'l,hllt:s 0]
moat effectively meer progrom needs; resalves personoed problems and reviews personnel acdons o ensure
complianee with collective bargaining agreements and with Univeraity, state and fnding agency repularions.

I Performs offiee management duties [or the progum; directs the work flow and supervises the necessary
admumstrative paperwork, records, complex fling system to support program, including fiseal, personnel and
student records,

5 i"Jt-wiups budger recommendations and manages approved program lnulgm makes decisions regarding
nppmprm:mtqa nl't_‘qmntllrm'w. and prepares budget teports and projections; if required by the progeam and
i delepated Ty supervisor, mny generate income, sel fees and oversee Inlling and accounting procedures,

6. Coordinates work between units within program /department /division.

. Develops, administers and evaluntes warkshops, training programs, courses or curriculs, i accorcdinee with
program poals,

B Serves as a resource fo students, staff and othes on matters relating to program policies, procedures and
nefvities,

9 Has w major responsibility for the public relations and promotional aetivities of the program, including
plining and development of stategies,
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10,

15

1.
I7.

13

Fyaluptes effectiveness of progiam setviees and policies through the collection and analy=is of progran data;
identifics problems and institutes changes or makes recommendations for major changes.

Develops policies and procedures, in consultation with supervisor.,
May participate in securing funding for the progmm,

Il’suppl_tcnbl.u, Fecriirs ;iuq!iﬁcd students or participants into the program r,hml.th promaotional activities and
contact with target population; agsesses eduearional need of mrger population and recommends eourses of
action i meet those needs,

Il applicable, screens apphcnnts for admission wm progem and assise o moking admission decisions; 15
veaponsible or wepismration, course schedules and academic records; provides academic, career and persongl
counseling o applicants and students; monitors student progress and makes decisions regarding academic
probation, dismissul and exeeptions to prescribed program,

[T applicable, keeps mformed of and monitor compliance with state licensing, professional certification ar
accreditntion requirements and standatds,

IT applieable; oversees teaining and researeh sctivibies it may be eonducted in the pragpram.

Is responsible for special projects/ operations which may be ongoing of short-term and which requise
plnaing, development, implementation and thotough knowledpe of the program content and activities,

Performs velated duties as vequired

MINIMUM ACCEPTABLE QUALIFICATIONS

—

Bachelors degrres i discipline spproprate to the progrant to be served and five or more years relevant
expertence; or Master's degree and three (o [ive years relevant experience,

Thorough knowledge of, and demonsteated competence in, progeam specially, and ability to resolve complex
o unusual progeam problems,

Exeellent adimnigteative and organtzational skills, meluding alility 1o sdentily and resolve eomplex or wnusual
adminisnutive problems,

Ability to develop and evaluate workshops/irining courses/curnicnla approprinte to the program,

'|I?ﬂ|1plicﬂlslc tor the progeam, ability to successfully recruit and connsel students aud 1o interpret velueational
vecovds/ program dar and relared information appropriate o the progeam,

Iare Reviaed: 09713 /09
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Media Producer [11

Payroll Title: UCP IX
Class Code: 0929-9089
Job Family: COM
FLSA Code: E

Score: 635

JOB SUMMARY

Linder the general direction of desipnated supervisor or administrator, provides creative and technieal expertise in
planning and producing highly complex media materials and programs which are designed to achieve desived results
or elicit desired response from target andience, Serves as project leader for large complex media productions, and may
be responsible for a full range of media activites.

GUIDELINES FOR USING THIS POSITION

Incumbents in this position are expected to perform all the duties of the Media Producer 11, but in additien must
possess the skills to worlk in three areas of production: video, audio, graphie design, photography, multi-media
authoring, web development.

CHARACTERISTIC DUTIES AND RESPONSIBILITIES:

I Designs, writes, produces and/or dirccts video, audio, graphics, photography, multi-media and /or web
content for instructional and non-instruetional applications,

2. Conduets the necegsary research to implement comprehensive program design and redesign.
3. Develops media strategics and determines best utilization of media technology to produce desired effects,

4. Conducts advanced seminars and workshops and/or training programs for faculty, staff and administrators
who utilize media components in differing applications,

5. Attracts and retaing clients internal and/or external to the University, whe desire media productions for
public relations and/or training purposes,

6. Performs the duties of a Media Producer [ and 11
7. Performs related duties as required.
MINIMUM ACCEPTABLE QUALIFICATIONS/SKILLS:
I, Master’s degree in the ficld of instructional media and fechnology or related feld,
2. Five years of professional experience,

3. Ability to produce and direct high quality programs in three of the following aveas: video, audio, graphic
design, photography, multi-media authoring, web development,

4. Demonstrated skills in a major media specialization, such as graphics, media course development, multi-
media authoring, technical writing, ete... as required by the position.

5. Demonstrated ability to generate program coneepts and translate concepts into high-quality effective media
programs,

6. Demonstrated knowledge of media technology as it applies to a University setting,
7. Ability to reach advanced seminars and eraining, worlshops.
8. Demonstrated ability to attract and work with outside clients,

9. Demonstrated ability to interact with production staff and clients,

OTHER DESIRABLE SKILLS/QUALIFICATIONS
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1. PhD. in related feld

2. Administrative experience

Created: 02/05/86
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Classified/Competitive

Class Code VA UHEES ilES Eff.Data
FOESER ADRINISTRATIVE ASSISTANT May 26, 2009

PURPOSE OF CLASS:

in a state agancy this class is accountable for indepandently performing the most complex tasks in
praviding both office administration and secretarial support for a major program

GUIDELINES FOR CLASS USE:

This elass ncludes many of the full range of secretarial functions as described In the Secratary 2 class,
but the focus of the position Is on administrative activities requiring an advanced level of accountability,
probilem solving and interparsonal contacls, See addendum for diffarentiators belween the secretarial and
general clerical job series.

SUPERVISION RECEIVED:

Works undar tha limited supervision of a Manager and/or Direclor leval position.
SUPERVISION EXERCISED:

May have lead responsibility aver other clerical staff as assigned,

EXAMPLES OF DUTIES:

Parforms the most complex office administrative duties as described in the following areas:
1.

TYPING: Using a personal computer or other electronic equipment, formals and types a full range
of correspondance, raporls, bills, drafts, etc. fram rough draft, transcription, dictated notas, ate.)
proofraads for content, edils using knowledge of grammar, punctuation and spelling,

FILING: Designs office filing systems; organizes and maintains files (including confidential files),
maintains, updates and reviews references materiala and manuals,

3.
CORRESPONDENCE; Composes complex letters and/or memoranda, elc, (e.g. explaining
department practices and/or policies) for own or managar's signature.

REPORT WRITING: Researches and assambles information frorm a variaty of sources and
prepares slatistical and/or narrative reports, analyzes infarmation and may make
recommendations,

INTERFPERSONAL. Acts for manager by interpreting established policies and procedures, etc.;
troubleshoots by reliaving manager of as much administrative detail as possille; acts for and
regularly makes decisions in manager's absance (within prescribed limits of authority).

PROCESSING: Screans [attars, mamas, raports and othar matarials to determine action racuired,
may make recommendations to supervisor.

PERSOMAL SECRETARY. Arranges and coordinates meatings (including space and aguipmaent),
resgarches, assembles and coordinates meeting materials (e.q. charts, graphs, reporta); writes
rinutes of meeatings, lectures, conferances, ete, from rough dralt; takes notes using shorthand,
apeedwriting or machine transcriplion; prapares expense accounts; makes travel arrengemants,

OFFICE MANAGEMENT: Authorizas purchases and payments (within prascribed limils of
autharity); develops input and prepares documentation for office andfor department budget,
coordinates budgel control and monitering, develops office and/or departmant procedural
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manuals; assists in interviewing and hiring office support staff, trains office support staff, may
supervise office support staff. performa related duties as required,

MINIMUM QUALIFICATIONS REQUIRED
KNOWLEDGE, SKILL AND ABILITY:

Considerable knowledge of office administration and managament; considerabla knewledge of departmant
and/ar unit policies and procedures; considerable knowladge of proper grammar, punctuation and spealling;
considerable knowledge of business communications; knowledge of business math; considerable
interpersonal skills; abllity to operate office aguipmant which includes persanal computers and other
elactronic aguipmant; ability to oparale office suite software; ability Lo lake notes (shorthand, speedwriling
or other mathod acceptabla 1o manager)

EXPERIENCE AND TRAINING:

General Experience:
Four (4) years' experienca above the routine clerk level in office supporl or secretarial work,

Special Experience:

One (1) year of the General Experience musl have bean as a Secretary 2 or its equlvalent.

Substitutions Allowed:

Callege training in the secretarial sciences may be substiluted for the General Exparience on the basis of
15 samastar hours aqualling one-half (1/2) year of experience to a maximum of two (2) years,

Note:

The Manager and/or Direclor leve| designation |s reserved for incumbaents with full time responsibilities for
a major program. Their work 18 broadly guided by department policies and goals, and they usually report to
the highast level administratars within an arganization. The Manager and/or Director will hava supervisory
responsibilities, but the emphasis of the position will be on management activities. These activities can
include such things as farmulating program goals and objactives, daveloping and implemanting program
policies and praceduras, developing and maintaining the program budget, identifying and coordinating
hoth internal and external resources, maintaining high level and sensitive contacts with the public, officials,
ate, and regularly acting as the representativa of the department on sensitive program related activities,

This replaces the existing specificatian for the same class in the same Salary Group approved April 2,
2007. (2009 SCOPE Reviaw)

36914 6/25/089 ¢m
£ €¢ | Finald| Ogeup Group Bargalning Unit
3591 | 1486 | (06)-Clerical/Secretarial |  (07)-ADMN CLERICAL (NP-3) | (6)-Office Clerical

ADDENDUM

ADDENDUM TO THE SPECIFICATIONS FOR THE CLASSES OF

SECRETARY 1, SECRETARY 2 AND ADMINISTRATIVE ASSISTANT

Primary diffarentiators belwean the secrétarial serigs and the ganaral clarical series:

\
Sacrelaries are axpactad lo plan, organize and coordinate tha full range of office support
activities. They bacome involvad in designing and recommending forms, proceduras and offlice
systems. Incumbents in the general clerical classes are usually responding to specific
assignments and plan and coordinate around those tasks. Most of their work is within the context
of previously designed procedures and systems.

Secrefaries hava additional technical skill raquirements such as business communications (wriling

and editing letters and reports), considerable knowledge of office syslems and procedures,
rasaarch skills, abilily to take noles (sheithand, speedwriting or other acceptable method) and
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business mathematics. Knowledge of office administration (budgeting, parsonnel administration,
purchasing, etc.) is critical to the Administrative Assistant,

Secretaries have a higher level interpersanal dimension ta thair jobs. They ara able to schedule
appointments for staff, handle telephone calls requiring knowledge of and sensilivity 1o the unit's
functions, etc. At the highest level the Administrativa Assistant actually troubleshoots for the
manager, In the general clerical classes the interparsonal dimension requires tact and diplomacy
and the ability to accurataly give and raceive information.
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Class Code [HVNMELEEEESA L) EinDate

NCIEEAYT CLERKCTY RIS May ﬂfu? .
PURPOSE OF CLASS:

In a state agency, this class is accountable for perferming a full range of genaral clarical functions
including basic processing, reception, filing, record keeping, bookkeaping and Lyping.

SUPERVISION RECEIVED:

Initially works Lnder the close supervision of an employee of higher grade; works more independently with
acquired experience.

EXAMPLES OF DUTIES:

1.
TYPING: Using a lypewriter, parsonal computer and other electronic eguipment types a variety of
materials from rough copy or electronic recording device including correspondence, memaos,
reports, forms, applications, bills and other docurmants and records with speed and accuracy;
reviews and corrects drafts for conformance with originals; enlers and retrieves data on personal
computers and computer terminals.

2.
FILING: Maintains logs; sels up and malntains records and files according to established
procaduras, (e.g. alpha, numeric or chronological order); searches files for information,

3.
CORRESPONDENCE: Preparas and sends oul standard farm letters making minor revisions or
additions, '

4,
REPORT WRITING. Compiles information from standard sources and prepares reports.

5.
INTERPERSOMAL: Answers phone, ransfers calls and lakes messages, receives and directs
visitors, handies routine reguests for infformation, procedural guidelines or assistance over the
lelephone or in person; (e.q. countar, reception and/or information desk),

6.

PROCESSING: Receives, sorts and distributes mail, performs a variety of basic processing tasks
(e.g., sorts, numbars, codes and files materials), reviews materials for accuracy and compléetenass
(ensures categorical Information is complated as required), makes changes par instructions or as
authorized, varifies information through cross-raferencing of existing computar and/or manual files
ar inquiries by phona or form letter to sender or othar work units; does routing posting to ledgers,
account books or other records, receives payments for licensas, bills, applications, fines and fees,
elc; prepares, totals and balances receipts; prepares cash transmittal/deposit slips; types and
prepares purchase requisitions, orders or billing invoices according to established procedures;
assists in or maintaing inventory and ordars supplies; parforms relatad duties as required,

MINIMUM QUALIFICATIONS REQUIRED
KNOWLEDGE, SKILL AND ABILITY:

Knowledge of office procedures including proper telephane usage and filing; knowledga of spelling,
punctuation and grammar, skill in typing a variety of materials; basic interparsonal skill; basic oral and
written communication skills; basic skill in performing arithmetical computations, ability to operate office
aquipment which includes personal computers, compuler lerminals and othar electronic aquipment; ability
o perform basic clerical tasks such as coding, sorting, alphabelizing and numeric ordering.

EXPERIENCE AND TRAINING:
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General Experience:

Six (8) months as a Typist or its aguivalent.

Substitution Allowad:

Graduation from high school with coursewaork In typing.

CAREER PROGRESSION:

The next higher classes in this career series are:
Typist (Legal) (Medical) (Statistical)

Office Assistant
Secratary 1

This replaces the existing spacification for the same class in the same Salary Group CL 10 approved
effective December 19, 1987 (2008 SCOPE Review)

20084 5/26/09 cm

' GC | Flnals] Ogeup, Group | BargalnihalUnit
2008 | 1466 {05)-Clerical/Secratarial (07)-ADMN CLERICAL (NP-3) (8)-Office Clerical
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Grants & Contracts Specialist |

Payroll Title: UCP VI
Class Code: 0624-90586
Job Fumily: FIS
FLSA Code: E

Score: 521

JOB SUMMARY

Unelet the direction of designated admimstrator, monitors and reviews sponsored research grants and contracts 1o
nssute compliance with liseal and proeedural regulations and requirements established by sponsering agencies, State
of Connecticut and the Unmiversity,

CHARACTERISTIC DUTIES AND RESPONSIBILITIES

1.

po

Maintains knowledge of and interprets pertinent federal, State and Univeraity reguilacions tegarding the receipt
andd adininisteation of prants and contracts,

Reviews grant/conteact proposals to assure fiseal compliance with granting agency requirements,
compatibility with State statute and University policy: recammends solutions and may negotiate changes
when there are conthiots with contract provisions,

Montors and approves, within establshed guidehnes, prant and contract expendiires.

Fatablishes fiscal procedures and sound accounting procedutes to meet reporting requirenients of granting
ageney, to account for receipt of grant monies and o monitor expenditures,

May develop, test, snd implement computer programs whicl assist in monttoring and accounting for
grant/contract receipts and expenditures,

Monitars, recommends improvements, aod resolves problems with cysl fow.
Monitor accounts receivable and fund balances to proteet against deficits and improper expenditures,

Performs related duties as required.

MINIMUM ACCEPTABLE QUALIFICATIONS

1.

2,

Bachelor's degree in np]:mp:lﬂlt field and four years relevani expenience QR Eight years velevant expericace
it Lusiness organization of governmental agency invilving aceounting, budpeting, and contracting,

”1(:[’[}“3“ klll}wlt'.t'lut: 1..1'1 rvl‘.'l'}f.'.l':ﬂ luw:- :'lnl:| l-;:ngnllmm rr:p,:\h,'llng J_*rrm';ls und CONTIRGEs,

OTHER DESIRABLE QUALIFICATIONS/SKILLS

1,
&

&

Working knowledge of State siattes pertainiog bo geanms/coniracts.
Ability to communicate with all levels of management/public,

Enowledge of soltware compuler programs.

Daare Crented: o /137 HY
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EXHIBIT B

BUDGET
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Budget FY16 (T/ 1/15-6/30/16)
SALARIES -OSD 2,455 596
SALARIES - TmpaCCT 182,797
SALARITES — Other Personnel 142,654
LONGEVITY A2,328

TOTAL SALARTES & LONGEVITY 3433375
FRINGE BENEFITS

Y 16-71% 2.437,296
Tatal Salary & Fringes 5,871,071
CONTRACTUALS -OSD 1,850
CONTRACTUALS - Tmpad/ 1 79,454
COMMODITITS - 08D 64775
COMMODITIES - ImpaCT B L0060
TRAVEL [IN-STATE - OSD 47,775

CIRAVEL -IN-STATE - ImpaGT 20,000
TRAVIEL -QUT-OF-STATL - 05D 15,750
TRAVIL -OUT-OF-STATH - TmpatC I 10,000
FQUIPMENT - OSD 27956
Expenditure TOTALS 305,604
TOTAL DIRECT COST Adjusted 6,182,631
FY16-71%, Y 17-57.7%,FY 18.50%
Indirect Cost (@ 20% 1,230,935
Adjusted TOTAL Fringe Rates 7413,566
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