ADMINISTRATIVE OFFICER OPERATIONS HANDBOOK
DOUGLAS COLLEGE
	DIVISION:  Employee Relations 
	CREATED:  May 2008

	TOPIC:  Faculty Selections
· Faculty Selection Committee

· Advertising
	REVISED:


DESCRIPTION:

In a situation where more workload is available than the present faculty can take on, a new faculty member needs to be recruited from outside the College.  In order to obtain applications, a job posting is created.  The posting is sent to Employee Relations and it is then added to the College’s website (www.douglascollegejobs.com).   From time to time, it may be necessary to advertise in newspapers, or by e-mail to appropriate, department focused list serves, etc.  Employee Relations will arrange for the advertisement to be inserted.  Depending on the timing, the Faculty may be able to ‘piggy-back’ onto an advertisement that Employee Relations is submitting for other departments within the College; however, it may also be necessary that our Faculty have their own advertisement in the newspaper and, if that happens, the Faculty is responsible for the cost. 
STEPS:

1. Once it has been recognized by the Faculty Selection Committee that there is a faculty position available, email a sample job posting to the Coordinator.  The Coordinator revises and updates the posting and then, if it is not already formatted, it is formatted onto the blank Employee Relations’ posting form in folder (insert file path).  The formatted form is then emailed to your Faculty’s Employee Relations Advisor.  The Advisor will list the position on the College’s website.

2. If advertising in the newspaper, Employee Relations will format the posting for inclusion in newspaper advertisements.  Another way of receiving greater and more specific attention for an opening is by creating a flyer for emailing.  Email the flyer to the appropriate Coordinator or faculty member for forwarding to any appropriate associations, committees, etc.

REFERENCES:  N/A
ATTACHMENTS:

1. Instruction Sheet for Posting (Advertising) a Faculty Position

2. Sample Faculty Job Posting (Internal)

3. Sample Newspaper Advertisement

4. Sample Advertisement Flyer for emails, etc.

