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After completing a recruitment form, a hiring department should consult with Human Resource Services Recruitment office to determine the best of the three (3) options for filling the vacancy.

A. Intradepartmental Promotion

     Any permanent employee within a budgeted department is eligible to apply for the vacancy. If a hiring department chooses this option Human Resource Services Recruitment office monitors the recruitment and selection of eligible employees within the department.

     Interested applicants must submit the required application materials during the recruitment period.  Applications will be evaluated by the hiring department according to equal opportunity guidelines.  An applicant must meet the minimum qualifications for the position to be a successful candidate.

The hiring department will interview finalists and provide Human Resource Services Recruitment office with written justification for non-selection of applicants.

B. Campus-Wide Promotion

     Any permanent faculty, staff member, contract professional, or contract administrator is eligible to apply for the vacancy.  Notice of the vacancy will be posted by the recruiting department with approval from the Human Resource Services Recruitment office.

     Interested applicants must submit the required application material during the recruitment period.  The hiring department, according to equal opportunity guidelines, will evaluate applicants.  An applicant must meet the minimum qualifications for the position to be a successful candidate.

     The hiring department will interview finalists and provide Human Resource Services Recruitment office with written justification for non-selection of applicants.

C. Open (External) Recruitment

     A vacancy is advertised both on and off campus according to guidelines in the University Affirmative Action Plan.  Any University employee is eligible to apply but must meet the minimum qualifications to be considered a candidate.

     Screening of applications and interviewing of candidates must be conducted according to established equal opportunity policies and procedures.

D. Salaries

     Salaries for contract professional and contract administrator positions are determined by the hiring authority according to campus and Board of Regents’ guidelines.

