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Administrative, Professional/Technical

and Faculty Hiring Procedures

The College’s employment practices are aimed at attracting and retaining a workforce dedicated to excellence.  An essential component of this process is the college’s commitment to increasing the diversity of our staff to more closely reflect the diversity of the student body and the community. To assist in this effort, the recruitment process will be initiated as quickly as possible to allow adequate time to attract a diverse candidate pool.

1.  The appropriate administrator appoints or acts as the committee chair who then selects the screening committee.  The Associate Vice President of Human Resources or designee appoints the President’s Diversity Representative and the Equal Opportunity representative who will serve as full members of the committee.  The names of the other committee members are sent to the human resources department.

2.  Each recruitment will include a plan that clearly delineates a process for attracting a diverse pool of applicants.  The human resources department determines a basic recruitment plan.  The committee develops a supplemental recruitment plan identifying specific recruitment sources and strategies aimed at attracting a diverse applicant pool.  This plan is then submitted to the Employment Manager for approval.  As a part of the recruitment plan, the Employment Manager reviews the minimum qualifications and other items to be addressed in the advertisements and job announcements with the committee chair.

3.  The committee meets to determine the specifics of the position and their perspective as to what is needed in the position, discusses the college’s affirmative action goals pertinent to the position, reviews fair and unfair hiring practices and assists the chair/committee in developing selection criteria and questions to be asked during the interview.

4.  The committee agrees upon selection criteria and develops interview questions.  The equal opportunity representative and/or committee chair reviews this information with the Director of Human Resources or designee.

5.  The Human Resources department forwards application and screening materials to the committee chair.

6.  The committee identifies a number of qualified applicants to be interviewed by the committee.

7.  The equal opportunity representative and/or the committee chair reviews the candidates not identified for interview with the Director of Human Resources or designee to insure elimination of any unintentional barriers to or adverse impact on protected group members.  Based on the final candidate pool, the Associate Vice President of Human Resources and Vice President or appropriate administrator, in consultation with the President, will decide whether an additional recruitment is needed.

8.  The committee interviews the selected number of qualified applicants.  At the conclusion of the interviews, the committee recommends the top administrative and exempt candidates to the appropriate administrator for interview along with justification for the recommendation.  Faculty recommendations will be made consistent with the negotiated agreement.

9.  The Equal Opportunity representative prepares and submits a report to the appropriate Vice President, with a copy to the Employment Manager and the committee chair.  The Vice President will discuss any problems, discrepancies or concerns regarding the process or the selection with the Employment Manager and EO Representative.

10.  The Vice President or appropriate administrator reviews the recommendation from the committee, including the Equal Opportunity representative’s report, and interviews the recommended candidates as appropriate.  The Vice President then forwards his/her recommendation, along with the committee’s recommendation to the President with a copy to the Employment Manager.

11.  The President interviews and selects the final candidate for hire.  The President or her designee makes the job offer.  If the President does not select from among the recommended candidates, the process may be changed, modified or repeated (see faculty negotiated agreement).

12.  The Human Resources department prepares a letter of appointment for the President’s approval/signature and the Human Resources office prepares the contract after notification of acceptance from the finalist.

13.  The Vice President or appropriate administrator notifies the candidates interviewed but not selected of the decision.  The Human Resources office notifies the remainder of the candidates.
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