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FACULTY RECRUITMENT PROCESS
Steps:

1. Position is designated as a Faculty position through the Provost and VP for Academic Affairs office.  The Provost, through discussion with the Dean, makes a decision to move forward with the recruitment.  The relevant department Chair, after approval of the Dean, then forms a search committee and provides the search committee with its charge. 

2. Upon approval from the Dean and the Provost, the search Committee Chair submits the Recruitment Authorization Form (RAF) and a complete Recruitment Plan to Human Resource Services (HRS) Recruitment office.  HRS Recruitment office will review the recruitment plan and after review the HRS Recruitment office will notify the recruitment contact that the recruitment may begin.  Upon approval, the vacancy will be posted on the UMJOBS website and ads will be placed including recruitment sources that have been identified in your recruitment plan. 

A complete Recruitment Plan includes:

· Completed Academic, Administrative and Professional Recruitment Plan form and screening/selection criteria.

· A copy of the proposed position announcement and ad copies – position announcement and ad copies need to include: primary functions of the position; qualifications and requirements; the official ADA/EOE language to minimally include: “AA/EOE/ADA/Veterans Preference Employer;” application submission deadline; available format language of: “This position announcement can be made available in alternative formats upon request;” department contact for recruitment; where to send resumes; reference to the HRS website posting. 

· Memo indicating the search committee chair and members and the specific charge to the committee.  Student representation is required on all Search committees per the UFA CBA.  Search committees should represent appropriate diversity in gender and race.  

· A list of recruitment sources and locations – a national search is mandatory for all positions.  Position announcements must be emailed to Historically Black Colleges and Universities (HBCU’s) and institutions with significant Hispanic graduates, Tribal Colleges and the Montana State Job Service. The HRS Recruitment office will complete the emailing process as a service to the departments.  

· Position announcements must be posted on the UMJOBS Human Resource Services (HRS) website: http://umjobs.silkroad.com/.  Announcement will be placed under “All Current Openings”, “Academic – Faculty” vacancies section of the website.  
· The faculty position will be posted by the HRS Recruitment office on HigherEdJobs.com, Inside Higher Ed Jobs.com, and the Montana Indian Affairs Office publication. Please forward electronic copies of the position announcement and a smaller ad copy to marcie.briggs@umontana.edu  for posting.  These postings are mandatory and are a free service to your office.

· Please reference the Academic, Administrative and Professional Advertisement guide when developing your position announcement and advertisements.

3. HRS Recruitment office notifies all applicants acknowledging receipt of application material and e-mails out the Applicant Self-Identification form and Presidential Non-Discrimination Policy Statement.  This step is of primary importance for compliance with the Department of Labor regulations.  

4. Prior to screening and evaluating applicants, contact HRS Recruitment office at ex. 5706.  The Dean of the hiring department and the Recruitment Manager will briefly address the search committee on how to use Openhire, the online application and recruitment system, and go over the recruitment process and procedures. 
5. Search Committee screens/evaluates all applicants documenting how each applicant does or does not meet the criteria and qualifications.  The Chair of the Search Committee and/or Administrative Support for the search will submit the justifications to HRS Recruitment office by contacting Carey Davis, x5706, or marcie.briggs@umonana.edu Pre-employment Inquiry Guide for review and approval, prior to scheduling and conducting interviews. Please also send HRS your proposed interview questions (reference the  when developing interview questions) or a brief summary of the planned interview experience. 
6. HRS Recruitment office reviews the justifications and questions in consultation with the Director of EO/AA.  Upon approval of HRS, the Dean, and in consultation with the Provost, interviews may be scheduled and conducted.  Reference checks must be conducted on finalists brought for a campus interview.  

7. The Search committee makes a recommendation to the appropriate Chair and Dean:
· Prepare written interview summaries.

· Review qualifications of applicants interviewed.
· The Dean consults with the Provost to secure approval to make an offer.
· Again, the Chair and/or Administrative Support for the search will enter the detailed justifications (referencing written interview summaries) for selection and/or non-selection of each applicant interviewed in Openhire. Justifications should include a brief summary of the teaching and/or research demonstration for each applicant brought in for a campus interview.  Include reference check notes also in this step. Contact Marcie Briggs, x5706, marcie.briggs@umontana.edu  for specific instructions at this step of the search.
· The Dean and the HRS Recruitment office reviews and provides approval to hire before extending an offer.
· The Letter of Offer must be submitted by the Dean to the Provost for his approval before the Letter of Offer that carries the Dean’s signature, is sent to the recommended applicant.  Letter of Offer is conditional pending the successful outcome of the Background Check.
· Upon acceptance of the offer conduct a Background Check on the selected candidate.   
· The search committee contact notifies HRS Recruitment Office to remove the posting from the HRS UMJOBS website and close the search.
8. Appropriate Dean and Provost completes and turns in the Hiring Authorization Form (HAF) for Faculty positions and secures the appropriate signatures.  The HAF is then forwarded to HRS Recruitment office for EEO/AA signature and for processing to HRS Payroll.  The original copy of the successful candidates Curriculum Vitae (CV) and/or resume and an official Transcript must be submitted to HRS Recruitment for inclusion in the employees personnel file.  A Background Check must be initiated and completed on the selected candidate. 
9. The Hiring department scans and/or forwards all documentation pertaining to the search/recruitment to HRS for storage for a minimum of three years.  
Please address any questions to Marcie Briggs, Recruitment Manager
Call:  406-243-5706 or Email:  marcie.briggs@umontana.edu 
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