
ADMINISTRATIVE/FACULTY HIRING PROCESS

CHECKLIST FOR SEARCH COMMITTEES/DEANS
POSTING POSITION ADVERTISEMENT

· Administrative/Faculty Employment Requisition

· Position description (administrative positions)

· Position advertisement and include posting sites
SELECTING CANDIDATES FOR INTERVIEWS

· Interview Approval Form or Memo from dean
· Original, signed Employment Applications for all candidates to be interviewed
· Résumé/Vita
· Official transcript if possible.  A copy will suffice at this stage
· Evidence of preliminary reference information (letters, if requested, or clear contact information for a minimum of 3 references)
· Notification to Human Resources of visa status, if applicable
HIRING PROCESS

· Recommendation to hire memo from dean
· Dean notifies Human Resources to begin background check
· Recommendation/summary of search from search committee chair
· Official transcript, if not already submitted
· Documentation of direct contact with a minimum of 3 references including immediate supervisor(s)
· Payroll notification from college to issue contract letter once candidate accepts offer

