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MANAGEMENT RECRUITMENT

PLANNING GUIDE
	POSITION
	

	DEPARTMENT
	


(
1.
Approval of Position
· Position requests are forwarded to the Component Administrators for approval
· Vice President submits Position Request/Requisition Form to Human Resources to begin the recruitment
(
2.
Composition of Screening/Interviewing Committee
Committee comprised of no fewer than 3 members in the following manner; contact Human Resources if you want a non-voting monitor appointed to your committee; otherwise, administrative chair serves as monitor*.
· Administrative Chair*: 









· Committee Member: 









· Committee Member: 
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3.
Initial Committee Meeting/Hiring Orientation
· Chair(s) contact Human Resources to schedule this meeting; hiring orientation is required every year

· Vice President(s) attends first ½ hour of meeting to discuss their perspective for the position

· Development of timelines & preferred screening criteria for job announcement & targeted advertising sources

· If time allows, initial discussion of interview questions and assessment exercises, teaching demo’s, etc.

· Allow for a 2-hour meeting

(
4.
Job announcement
· Once committee and preferred screening criteria are finalized, the final draft of the job announcement is routed by the 
co-chair(s) via e-mail to the Vice President(s) and Human Resources 
· Supplemental questions and/or additional materials can be included in application process
(
5.
Advertising Sources
· Human Resources will advertise the position in a variety of standard sources (contact HR for list of sources) 
· Targeted advertising can be handled by Human Resources, if needed
· Each department is allocated $400/department/year for targeted ads; any additional costs will need to be paid for out 
of department or cluster budget

· Suggested targeted advertising sources:

(
6.
Recruitment Timelines
Filing deadline for your recruitment will be set by Human Resource in coordination with the committee chair(s) (based on timing of submission by the committee of materials to HR); deadlines will be staggered throughout February/March to allow for processing of applications & preparation of screening packets by Human Resources
· Initial Committee Meeting Date: 
(before recruitment is open)
· Job Announcement Finalized: 
(By December 1st)
· Recruitment Open Date: 
(prior to winter break)
· Priority Filing Deadline: 
(determined by HR)
· Committee Screening Begins: 
(set by HR; minimum 3-5 days from deadline)
· Screening Completed: 
(ratings from criterion to be compiled before selection meeting)
· Candidate Selection Meeting: 
(bring calendars to confirm interview schedule)
· Committee Interviews: 
(3 weeks from Candidate Selection Meeting)
· Post Deliberation Meeting with Vice President(s): 
(scheduled by co-chair(s))
· Vice President(s) Interview Date: 
(scheduled by HR)
· Presidential Interview Date: 
(scheduled by HR)
(
7.
Application Screening Process
· Plan for 1-2 weeks in case it is needed (or longer at committee’s discretion)
· Consider the following:

·  Who will keep track of rotating the applications?

·  Will you accept application packets that are incomplete?

·  Committee members should not write letters of recommendation for candidates and/or be listed as a reference.
·  The equivalency approval process needs to be finalized before candidates are interviewed, so plan accordingly.

(
8.
Interview Details
· Plan for two days in case it is needed for number of interviews and/or alternate interview dates as requested by candidates
· Schedule the Vice President(s) to meet with the committee after deliberations are complete to provide input on candidates
· Consider the following:
·  Will you offer interviews via Skype and/or videoconference to candidates from out-of-area?

·  Do you want to include a teaching demonstration to a group of students?
·  Will you want candidates to do any ‘homework assignments’ prior to their interviews?

·  Will candidates be asked to do any pre-interview assessment exercises (writing samples, essay grading, etc.)?
·  Will you ask candidates to bring supplemental materials (such as sample syllabi, exams, etc.)

(
9.
Resources
· Human Resources Recruiting Staff:

Sussanah Sydney (ssydney@santarosa.edu) and Jamie Cook (Jcook@santarosa.edu)
· Faculty Hiring Procedures: 
http://www.santarosa.edu/polman/4person/4.3.2P.pdf 

· Committee Chair Checklist: 
http://www.santarosa.edu/hr/forms-linked/RecruitmentChecklist.pdf 

· Position Request/Requisition Form: 
http://www.santarosa.edu/hr/forms-linked/PersonnelReqForm%20With%20Position%20Request%20Form%204-9-12.pdf 

· Recruitment Guidelines for Chairs: 

http://www.santarosa.edu/hr/forms-linked/Recruitment%20Guidelines%20for%20Chairs.pdf 

· Equivalency Review Sheet: 

http://www.santarosa.edu/hr/forms-linked/EquivReviewSheet%20-%20BD.pdf 

· Interview Information Form: 
http://www.santarosa.edu/hr/forms-linked/InterviewInfoForm%20-%202012.pdf 
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