POSTING (ADVERTISING) A FACULTY POSITION
1. Once it has been recognized that there is a faculty position available, e-mail a sample job posting to the Coordinator.  See folder (insert file path) for sample advertisements.  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 e-mailed to Marie Gonzales (or appropriate person) in Employee Relations.  Marie will list the position on the College’s website.

2. From time to time, it may be necessary to advertise the position either in the newspapers or by e-mail to appropriate, department focused listserves.   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 e-mailing (see folder (insert file path)).  E-mail the flyer to the appropriate Coordinator or faculty member for forwarding to any appropriate associations, committees, etc.
COMPETITIONS

1. When a faculty position is posted with Employee Relations, the ER clerk will create a ‘competition folder’ with the posting’s number on it.  E-mail previously used questions to the Coordinator for updating and editing.

2. Once the posting has closed, pick up the folder from the ER clerk and give to the Coordinator of the appropriate program to review.  If there are a lot of applications, it may be necessary to copy all of them for the Selections’ Committee to review for shortlisting.  If there are only a few, the Committee can usually meet and review the applications together.  Once the shortlisting has been completed, set up interviews for the candidates (see folder (insert path) for sample interview schedule. Usually, candidates are given the interview questions 15 to 30 minutes in advance.  This time needs to be included when setting up the interviews.

3. Once the interviews have been arranged, give each Committee member a package consisting of the following:
· Interview schedule 
· Copy of each application
· Attach a copy of the interview questions, to each application, with the applicant’s name at the top
· The Chair of the interview team also receives a form to record all the courses for which the applicant has been qualified to teach (see folder (insert path).

4. When a candidate has been selected, the Chair of the interview team will advise those interviewed applicants who were not successful, usually by telephone.  Do a follow-up letter for those in this situation and also a letter for those who were not short-listed (see folder (insert path)).

5. It is mandatory that all interview materials are returned by the Committee members – all copies of applications, all interview notes, etc.  For the non-successful candidates, shred all copies of applications – KEEPING ONLY THE ORIGINAL - for the competition file.  Keep one copy of the successful candidate’s application for our files.

6. Clip each person’s interview questions/notes to the appropriate resume and return all materials, in the competition file, to Employee Relations along with a memo stating who is the successful candidate(s) and listing his/her qualified to teach courses.  Also enclose a New Faculty Hire form (see folder (insert file path)), and an Account Request form (for e-mail, computer system access).  See samples attached.  On the Account Request form request (you will have to write this as you can’t type outside the fill-in space) that the account information be sent to you when ready.  ER will process the form and forward it to CEIT.
NEW FACULTY MEMBERS

1. When a new faculty member has been hired, have a folder and index card created as well as a label for the mailbox.  Insert copies of the application, the New Faculty Hire form and the Account Request form.

2. Assign the new member to an office and arrange a phone number (or voicebox number).  Set up the voice message.  Send a memo to the member (see folder (insert file path) with all the information including a code for the photocopier.  Forward the computer account information received from CEIT.  Keep copies of all forms in the employee’s file folder.
3. Request keys for the appropriate office and put in the person’s mailbox.

