PERMISSION TO RECRUIT – OAA UNCLASSIFIED EMPLOYEES


· New Position #: TBD when appointment approved
Default Index   

· Existing Position #:  
Replacement for  Name/s
Academic Rank   
Administrative/Working Title   

Department/Area  
School/Administrative Unit  

Effective Dates: Start Date  
End Date  

Salary Range:  $  
Appointment %  

Are funds currently in budget sufficient?  (Circle One)  Yes  No
Salary sources:  
If no, amount and source of additional funds required    
Prepared by:  
phone    
email    
· Excluded from union (explanation in position description)
· Criminal Background Check Required
· Current Driver’s License Required




Search Committee:

Search Chair:  
EXT  
e-mail  

Search Coordinator:  
EXT  
e-mail  

DAHRT Trained Committee Member: 


Date Trained:

Committee Members: 

Affirmative Action outreach strategy (e.g., advertisements, notices to women's and minority caucuses of professional organizations, electronic bulletin boards, networking by search committee members):




APPROVAL ROUTING ORDER: Dept Chair/Dir ( Dean/Vice Provost & Fiscal Officer ( AFM ( BUD ( HR ( Provost/Vice President


Department Chair/Director
Date


Dean/Vice Provost
Date

Fiscal Officer
Date

Affirmative Action Guidelines Followed:


Director, Affirmative Action 
Date

BUDGET OFFICE USE:
	· E&G Roster 
	· Non-Roster Dept Funds

	· Gift/Grant Funds
	· Self-Support Funds

	· Other
	


Comments:


Budget Office
Date

Approvals:


Provost/Vice President
Date


Human Resource Center
Date 
Required Attachment Checklist:





Position Announcement Draft (detailed for web, etc)


Advertising Draft (short for cost-driven print ads)


Position Description OR for Academic Professionals 


a � HYPERLINK "http://www.hrc.pdx.edu/documents/forms/UnclassPosAnalysis.doc" ��Position Analysis Form� (circle one)


� HYPERLINK "http://www.hrc.pdx.edu/documents/forms/Unclass%20Recruit%20Pre-approval%20questions.doc" ��Pre-approval Questions� (OAA Units only)


Copy of resignation or statement of intent to retire 


(If refilling a position)











Type of Appointment (check one from each section ----)





� HYPERLINK "http://oaa.pdx.edu/PromotionAndTenureRanks" ��Academically Ranked� Fixed Term 


Unranked and excluded Fixed Term


Represented � HYPERLINK "http://www.hrc.pdx.edu/pay_position/academicprofjobfamilies/index.htm" ��Academic Professional�


Job Family (HR will complete)________________ 


Annual (Tenure Track) 


Indefinite Tenure


Renewable


Non-Renewable 


9-month Term of Service


12-month Term of Service





HR will complete this section


Overtime Subject (requires timesheets)


Exempt from Overtime (requires monthly leave roster)








10/01/08 Scanned ​​​________ Emailed _______ Log _______ 

