Western Carolina University
Faculty Hiring Process Checklist and Timeline

ADVERTISING
Date (mm/dd/yy)

Description



1.
The Dean and/or Department Head develop the advertisement and recruitment plan. The statement of required and preferred qualifications sets the standard that must be applied in the evaluation of candidates.



2. The position description and request to advertise should be submitted through the online employment system site at http://jobs.wcu.edu/hr. Please contact the Office of Human Resources if you require assistance with this system. The request to advertise must be submitted through the Department Head and Dean at this point.



3. Submit the approved request to advertise (with attached external ads and recruitment plan if applicable) to the Office of Human Resources. If the advertisement meets all posting requirements, the Office of Human Resources will forward the request to the Office of the Provost for formal approval prior to posting.  If the ads are not acceptable and/or revisions are necessary they will be returned to the Dean and Department Head for revision/ additional information. 


4. Approval must be secured by the Department Head, Dean, Provost, and Office of Human Resources before external ads may be placed. Each of these approvals may be captured in the online employment system.


5. In addition to the University website, the position announcement will be placed with HigherEdJobs.com, InsideHigherEd.com and with the North Carolina Employment Security Commission. Copies of external position announcements (that differ from that posted on the university website) should be approved for content prior to posting.  

SEARCHING

Date (mm/dd/yy)

Description



6. Appoint a Search Committee and Committee Chair, ensuring institutional commitment and equal opportunity.



7. Note: All searches must be conducted through the online employment system and all applicants must apply online. For each applicant, (a) the online system will date stamp materials upon receipt and maintain all submitted attachments for the candidate  (b) will provide a confirmation to all candidates acknowledging receipt of application, & (c) will capture all voluntary Equal Employment Opportunity data from each candidate (hardcopy requests for this data are no longer required). 


8. Develop search criteria and evaluation guides based upon the approved advertisement and begin review and evaluation of applicant materials. During initial screening, the status of each candidate should be evaluated and changed from “Under Review by Department” to either “Qualified” or “Not Qualified”. Candidates should be moved to a “qualified” status before being placed into a “Seriously Considered Candidate” or “Interview Requested” status.


9. Prior to scheduling interviews, be sure to update the status of all candidates and request the Equal Opportunity Interim Report from the Office of Human Resources for review of the overall applicant pool. If approved, the Office of Human Resources will notify the Dean and Department Head and the Interim Report will be forwarded to the Office of the Provost.


10. Narrow the pool of applicants to those that you will invite to campus for interviews (these should come from the list of seriously considered candidates indicated on the Interim Report) and update status to “Interview Requested”. 


11. Complete reference checks and the AA-21 Form for those that you wish to invite to campus for interviews.


12. Forward to the Office of the Dean (a) memo requesting permission to invite candidates to interview, (b) copies of selected candidates vitae, and (c) the AA-21 Form for the selected candidates. The Dean and Provost must approve the request to interview prior to bringing candidates to campus. (The EEO Interim Report must be fully completed and approved by the Dean and the Office of Human Resources before permission to interview will be granted).



13. After the Provost has notified the Dean and the department of approval of interviews, schedule and conduct interviews with selected candidates.  TPR Guidelines must be reviewed during interviews.
HIRING

Date (mm/dd/yy)

Description



14. Make selection of final candidate. Document all decisions, comparing credentials and qualifications of the non-finalists to the finalist. In the online system update status of final candidate to “Recommend Candidate for Hire”, complete the “Hiring Proposal/AA-7 Form” and submit for appropriate approvals (Department Head, Dean, Office of Human Resources, Provost). All approvals must be in place before a formal offer may be extended. Upon approval, permission to formally offer the position will be granted and the appointment letter and contract will be generated.


15. Upon formal approval and official acceptance of the offer, update the final status of all candidates in the online system as appropriate and provide notification to the candidates that the position has been filled. Note: notification may be provided as an automatic email notification via the online system or through hardcopy letters. 


16. Compile all hard copy search materials into one file and store and maintain in appropriate location (these materials must be retained for a minimum of 3 years). All materials that were submitted electronically will be maintained in the online employment system and do not need to be kept in hardcopy format.
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