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	Task in Order of Occurrence
	Person Responsible
	Date
Completed 
	Comments

	· Determine the position type, new or replacement, source of funding/account number, rank, salary range. 

· Obtain verbal approval for the recruitment from the Dean
	Department Chair
	
	

	· Develop the job description and position advertisement. The candidate selected MUST fit the criteria stated.
	Department Chair
	
	

	· Identify search committee chair and members, including the dept. staff member. Obtain approval from Dean. Identify staff for the committee.
	Department Chair
	
	

	· Prepare a memorandum or letter to the Dean that includes information regarding: 

· new or replacement position, 

· source of funding/account number, 

· rank(s), 

· salary range
	Department Chair
	
	

	· Complete the Affirmative Action Pre-Audit Search Form
· Attach advertisement to be placed. The ad should be pre-approved by the Dean.

· Obtain Dept Chair signature

· Forward to the Dean
	Dept. Staff Member
	
	

	· Sign Pre-Audit Search Form

· Prepare memo indicating agreement with the Department Chair’s intent to recruit
· Forward to Asst Dean for Business and Finance
	Dean
	
	

	· Administrative Review

· Obtain official approval from the University to recruit
	Asst Dean for Business and Finance
	
	

	· Send notice of approval to recruit to the Department Chair and Search Committee Chair and to the Dept. Staff member assigned.
	Asst Dean for Business and Finance
	
	

	· Place advertisement for position in appropriate national media. Must be national unless exception is approved.
	Dept. Staff Member
	
	

	· Follow the Policy Regarding Conduct and Function of Search Committees. 
	Search Committee Chair and Committee Members
	
	


	· Charge the search committee at the first meeting of the committee
	Department Chair
	
	

	· Search Committee Chairman is to be given the

Affirmative Action, Diversity and Inclusion Summary for proposed faculty or academic appointments.
	
	
	

	· Search Committee Chairman is to be given Equal Employment Opportunity Information Request form.
	
	
	

	· Contact candidates, ask for permission to get letters and talk with referees.

· Invite candidates to interview 
	Search Committee Chair (Staff member cannot invite candidates)
	
	

	· Identify key individuals with whom the candidate will interview. This includes: 

· Dean

· Senior Associate Dean 

· Chair of the other department.  

· Follow the guidelines for conducting successful interviews
	Search Committee and Department Chair
	
	

	· Develop itinerary for each candidate to be interviewed
	Dept. Staff Member
	
	

	· Call references 
· Obtain letters of reference- 3 letters for assist professor, 6 letters for associate professor
	Search Committee Chair

	
	

	If candidate is above the rank of assistant professor:

· Send to Standing Appointment Committee for review and recommendation of rank

· Communicate with Asst Dean for Business and Finance
· Work with the SVC and Provost Office to assure support for appointment at intended rank and tenure status
	Dean (or department chair)
	
	

	· Call the candidate selected for the position

· Negotiate the terms of the position

· Draft letter of offer and supplemental package information

· Forward an electronic form of the letter and supplemental package to Asst Dean for Business and Finance 
	Department Chair

(with assistance from Dean’s Office Staff Member)
	
	

	· Review letter, forward to Dean and Office of SVC for their administrative review
	Asst Dean for Business and Finance
	
	

	· Finalize the letter of offer with signature places for Chair, Dean, SVC
	Dean’s Office Staff Member
	
	

	· Obtain signatures from Chair, Dean, SVC
	Dean’s Office Staff Member
	
	

	· Mail original letter of offer and a duplicate to the candidate for signature with return address to Chair.

· Send copies of letter to: 

· Department Chair

· Dean and 

· Assistant Dean of Finance
	Dean’s Office Staff Member
	
	

	· Prepare letter supporting the appointment at specified rank 
	Department Chair
	
	

	· Prepare and forward complete packet of information for appointment to the Dean
This includes: 

· Department chair letter, signed by the candidate

· Curriculum vitae and supplemental materials (if available), 

· Affirmative Action Summary . . . Appointments
	Assistant Dean for Business and Finance
	
	

	· Prepare letter supporting the appointment at a specified rank
	Dean
	
	

	· Prepare Employee Record Form 
· Forward entire packet to the SVC, including:

· Dean’s letter

· I-9 form

· The packet that includes the department chair letter, CV, etc. as above
	Asst Dean for Business and Finance
	
	

	· File copy of the signed correspondence 
	Assistant Dean for Business & Finance
	
	

	· Congratulate ourselves!
	Everyone!
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