INFORMATION AND DOCUMENTS NEEDED TO BEGIN A FACULTY SEARCH

PEOPLE ADMIN 7

Information Needed

1. Working Title of the Position: 

2. Division:

3. School:

4. Department:

5. Workflow State:  All faculty searches have the work flow state of UNDER REVIEW BY HIRING MANAGER/COMMITTEE (since Human Resources does not screen faculty applications)

6. How will reference letters be collected?


Will reference letters be uploaded by the applicant? OR


Confidential letters to be uploaded by the person providing the reference.  

Confidential letters of reference uploaded by the person providing the reference are required for faculty searches in the School of Mathematics and Science.

7. Rank/classification of the position:

8. Is this position replacing someone or is this a position being added to the department?
9. What is the reason for Replacement or addition? Name of person who retired/ resigned or reason position is being added/ increased enrollment? program expansion?
10. FTE of the Position: 1.0 (if full-time) 0.25 (TPTF for one course)
11. Source of Funding: Complement?  Grant? Other?

12. Nature of Position: Tenure-track, Temporary one-year or Temporary, part-time

13. Position number.  This is the position number of the person resigning/retiring.  You can find it in the faculty complement.  You can also leave this field blank.
14.  Job summary.  One or two or three paragraphs summarizing the job.  If you’d like you can also include highlights about the department and the University.

15. List of Required Qualifications

16. List of Preferred Qualifications

17. Any unusual Essential Functions related to the job.  If there is nothing unusual, this section can be left blank.
18. Date on which you’d like the position to be placed on the web site for people to apply

19. Full consideration date

20. Special instructions for the applicant.  What do you want them to provide at the time of application?  What do you want them to provide at the time of a campus interview?

21. Supplemental Questions.  These are questions asked of all applicants when they apply.  Be sure to ask the Supplemental Question about how they learned about the position, so you do not need to complete the Ad Tracking Form, and so we have information about where people are learning about our jobs so we can place our ads in those publications/websites.

21. List of places where you want the position advertised.  Include publications and web sites, with URLs, issue dates desired, publication deadlines, contact names and information, and membership ID code if pertinent.

22. Name of the Search Committee Chair and names of search committee members.  (MU employees)

23. Names and email addresses of any people who are not MU employees whom you want to be on the search committee.  These people will be Guest Users and will be emailed a unique Guest User Name and Password.

Documents Needed for UPLOADING
· The Job Description
· Essential Functions Identification Form

· Selection/Screening Criteria (that will be used to evaluate applicants)
· A Recruitment plan – people and places you will contact

· A draft of a short Ad (100 to 150 words) to place in newspapers, online, publications
· Search Calendar

· Telephone inquiry questions

· Interview questions

· Reference check questions
Note: Please call Human Resources to set up a time for the training.  Bring this information document and all documents in the bulleted list above on a flash drive to a PeopleAdmin training session.

