Search Process Revisions — Effective December 2010

Request
Permission to Recruit

=

Begin Search

>

Collect Resumes

—>

Interview Candidates

—>

Appoint Your
Top Candidate

Develop the
Permission to Recruit
or Fast Track Packet

Receive Email Approval
from HR Partner

Academically Ranked Positions

Permission to Recruit
Required Attachments:

- Position Announcement

- Advertising Draft (optional)

- Position Description (FT only)

- Pre-Approval Questions (TT only)

- Recruitment Outreach Strategy
- Copy of Resignation

Non-Ranked Positions
FAST TRACK Form
Required Attachments:

- Position Description or for
Academic Professionals
a Position Analysis Form
- Draft Letter of Offer
- Position Announcement Draft
- Recruitment Outreach Strategy

A DHART Trained Committee

Member is no longer required.

Routing of Recruitment
Forms has changed -
a signature is
no longer required from
Affirmative Action.

Diversity Advocacy
will contact the
Search Committee
& offer assistance

Place Ads
and Announcements

First Meeting
with Search Committee

Send email confirmation
to applicants
with link to online
applicant data survey

Interview

Complete Documentation
for Hiring

Rank Resumes
or Applications

Check References

Select your top applicants

Document your
selection

Email the Search Matrix
to your HR Partner
with the
Search & Screen
section completed

NEW —you do not have
to wait for approval
before beginning
Interviews.

If HR identifies
qualified and
underrepresented
applicants we will
contact you.

Email the Search Matrix
to your HR Partner
With the
Hiring Report
Section completed

NEW —you do not have
to wait for approval
before making
a verbal offer to
your chosen candidate.

If HR needs additional
information we will
contact you.

Academically Ranked Positions

Proposal to Appoint
Required Attachments:

- Draft Letter of Offer

- Position Description (FT) OR
- Supplement Letter (TT)

- Resume/CV

NEW — No Hiring Report attached

Non-Ranked Positions
FAST TRACK Form
Submissions:

- Accepted Letter of Offer

- Final Position Description
- Resume

NEW — No Hiring Report attached

Changes are in Bold Text
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