ACADEMIC RECRUITING AD & POSTING INFORMATION

Provost’s Posting Instructions

Attach to approved Recruitment Request and Recruitment Plan Form 

	Please enter the information indicated below.  Please Print or type clearly.

	Date
	     
	Completed by
	     

	School
	     

	Department
	     

	Rank
	     
	Position
	     

	Status
	     

	Anticipated Appointment Date
	
	Closing Date
	

	Position Code for Response purposes
	     

	Position Summary (2-3 sentences)

	     

	Areas of Specialization

	     

	List of Duties and Responsibilities
	See attached List

	Minimum Education Qualifications

	     

	Preferred Education Qualifications

	     

	Minimum Teaching/Professional Experience

	     

	Preferred Teaching/ Professional Experience

	     


	Required Professional Certifications/Licenses

	     

	Other Qualifications

	     

	Search Committee

Chairperson

	Name
	     

	Email
	     

	Committee

	Name
	     
	Name
	     

	Email
	     
	Email
	     

	

	Name
	     
	Name
	     

	Email
	     
	Email
	     

	

	Name
	     
	Name
	     

	Email
	     
	Email
	     

	Recommended Publications for advertising (List preferred area)

	     

	Recommended website/List-servers for advertising

	     

	  Other recommended search channels (i.e. Professional Org., Competing Schools, etc.)

	     


	CHECK LIST FOR CHAIRPERSON

	 FORMCHECKBOX 
 Supervise and develop the Department’s curriculum and educational programs

	 FORMCHECKBOX 
 Recruit, supervise, evaluate and develop faculty

	 FORMCHECKBOX 
 Teach at least one course per term

	 FORMCHECKBOX 
 Recruit and Advise Students

	 FORMCHECKBOX 
 Establish links to professional organizations and leading practitioners in the field

	 FORMCHECKBOX 
 Administer the department’s budget

	 FORMCHECKBOX 
 Serve on School and Institute committees

	 FORMCHECKBOX 
 Assist the Dean and Institutional Advancement with fund-raising

	 FORMCHECKBOX 
 Carry out special projects as assigned by the Dean

	 FORMCHECKBOX 
 Promote a rich and stimulating environment for teaching, design, research, professional practice

	 FORMCHECKBOX 
 Support the continuous improvement and enhancement of the       program

	 FORMCHECKBOX 
 Leadership in academic planning and program development

	 FORMCHECKBOX 
 Responsible for program assessment

	 FORMCHECKBOX 
 See to the accreditation of the department with FIDER, NASAD, and MSCHE 

	 FORMCHECKBOX 
 Establish direction, inspire with enthusiasm and develop innovative approaches to problem solving

	 FORMCHECKBOX 
 Others      


Suggested blurbs:
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