[image: image1.jpg]5/
UNIVERSITY OF

NORTHERN
COLORADO




POSITION AUTHORIZATION FORM

	This Section Must Be Completed By Department

	Hiring Managers must complete and submit this form electronically along with the Position Description Questionnaire and Organization Chart (if Exempt-Administrator), Written Committee Charge, Screening Criteria, and Request for Exemption (if applicable) to the Dean/Director to initiate the approval process for all Faculty and Exempt-Administrative positions.  Human Resources will initiate search process upon receipt of completed approval process.  Satisfactory completion of a background check is required after a conditional offer of employment has been made.

	TITLE:
	     
	POSITION #
	     
	

	Hiring Unit
	     
	
	
	

	Department Contact Name
	     
	Contact Phone:
	     
	

	Account Charged/FOAP:
	     
	
	     
	%

	
	     
	
	     
	%

	Start Date:
	     
	FTE:
	     
	

	
	
	
	
	

	Salary Requested:
	     
	Salary Budgeted:
	     
	

	Is the salary requested more than the current salary budget?         FORMCHECKBOX 
 Yes - please answer next question         FORMCHECKBOX 
 No

	
	If “Yes”, please indicate the FOAP from which the difference will come.
	     
	

	
	  Note: This FOAP will need to cover both the difference in salary plus the associated fringe. 
  To calculate fringe, take the amount that exceeds the budget times .339
	

	
	If this is a conversion from Classified to Exempt, please indicate the Classified number that will be eliminated.
	     
	

	
	Comments:
	     
	

	
	
	
	

	Faculty Appointment:      FORMCHECKBOX 
  Tenure Track                FORMCHECKBOX 
  Tenure               FORMCHECKBOX 
  Contract Renewable            FORMCHECKBOX 
  Hiring Pool 

	Type of Search:               FORMCHECKBOX 
  Independent Review      FORMCHECKBOX 
  Screening/Search Committee           FORMCHECKBOX 
  Direct Appointment

	Scope of Search:             FORMCHECKBOX 
   Internal                        FORMCHECKBOX 
 External

	Position Summary:          FORMCHECKBOX 
  New Position                  FORMCHECKBOX 
  Grant Appointment          
	

	 FORMCHECKBOX 
 Replacement/Whom:
	     
	

	Check one employee type:
	 FORMCHECKBOX 
 Administrator - Full Time          
	 FORMCHECKBOX 
Faculty - Full Time           
	 FORMCHECKBOX 
 Classified - Full Time          

	
	 FORMCHECKBOX 
 Administrator - Part Time          
	 FORMCHECKBOX 
 Faculty - Part Time         
	 FORMCHECKBOX 
 Classified - Part Time          

	

	Committee Information

	Search Chair:  
	     
	
	Phone:
	     
	

	Search Admin. Asst.:
	     
	
	Phone:
	     
	

	Search Committee Members:
	     
	

	AA/EO Coordinator:
	     
	
	Phone:
	     
	

	
	
	
	
	
	


RECRUITMENT PLAN: Note:  Human Resources advertises on HigherEdJobs.com, LinkedIn, & Diversityjobs.com; other ads will need to be placed by the department. Each fall HR will place an ad in the Chronicle of Higher Education for Faculty roles. HR will pay up to $500 per position for advertising.  AA/EO language must be included in all ads.
	 FORMCHECKBOX 

	The Chronicles of Education
	 FORMCHECKBOX 

	HigherEdJobs.com
	 FORMCHECKBOX 

	Greeley Tribune

	 FORMCHECKBOX 

	Diversity.com
	 FORMCHECKBOX 

	Inside Higher Ed
	 FORMCHECKBOX 

	Coloradoan

	Professional Org:
	 FORMCHECKBOX 

	Name of Org:
	
	Professional Journal:
	 FORMCHECKBOX 

	Journal Name:
	

	Other newspapers/print media:
	 FORMCHECKBOX 

	List name(s):
	     
	

	Other electronic media: 
	 FORMCHECKBOX 

	List name(s):
	
	

	DATES:

	Requested Posting Date:
	     
	Closing Date:
	     
	OR  FORMCHECKBOX 
 Until Filled

	
	
	
	
	


POSITION AUTHORIZATION FORM

MATERIALS: Check required and/or Optional Materials needed for review.  VERY IMPORTANT – PLEASE NOTE: If you mark an item required, then the applicant MUST attach that item to the electronic application in order for it to be accepted.  If it is an item that cannot be sent electronically, mark it as an optional item, but indicate in the advertisement how you wish to receive it.  For example, “Send official transcripts to search chair.” 

	Required:
	 FORMCHECKBOX 

	Resume
	Optional:
	 FORMCHECKBOX 

	Resume

	
	 FORMCHECKBOX 

	Cover Letter
	
	 FORMCHECKBOX 

	Cover Letter

	
	 FORMCHECKBOX 

	Curriculum Vitae
	
	 FORMCHECKBOX 

	Curriculum Vitae

	
	 FORMCHECKBOX 

	Teaching Philosophy
	
	 FORMCHECKBOX 

	Teaching Philosophy

	
	 FORMCHECKBOX 

	Unofficial Transcripts
	
	 FORMCHECKBOX 

	Unofficial Transcripts

	
	 FORMCHECKBOX 

	List of References
	
	 FORMCHECKBOX 

	List of References

	
	 FORMCHECKBOX 

	Letter of Reference 1
	
	 FORMCHECKBOX 

	Other Document:
	
	

	
	 FORMCHECKBOX 

	Letter of Reference 2
	
	
	

	
	 FORMCHECKBOX 

	Letter of Reference 3
	
	
	

	
	 FORMCHECKBOX 

	Other Document:
	
	
	
	

	
	
	
	
	
	
	


	If reference letters are required, fill out this section:

 FORMCHECKBOX 

Allow electronic recommendations and letters
 FORMCHECKBOX 

Bypass electronic system and use snail mail
PeopleAdmin can automatically invite references to submit recommendations via email.  Recommendations will be attached to applications.  
  Choose which step in the process you want this to be done:          

 FORMCHECKBOX 

Upon receipt of application (Application received status)

 FORMCHECKBOX 

Phone interview pending

 FORMCHECKBOX 

Campus interview pending

 FORMCHECKBOX 

Interviewed

 FORMCHECKBOX 

Manually (hit send button for each applicant you want recommendations for)

Note: Please notify applicants of reference letter details (including when recommendation providers will be contacted) in Information for Applicants section below.

If first box was selected, when all recommendations have been provided, which status do you want applicants to be moved to?

 FORMCHECKBOX 

All documents received

 FORMCHECKBOX 

Under review by hiring authority/search committee

Is the recommendation provider required to upload a reference letter?    FORMCHECKBOX 
Yes      FORMCHECKBOX 
No - If no, he/she will only be provided the following questions:

· Do you decline to provide a referral for this candidate?

· How do you know this candidate?

· How long have you known this candidate?

· Additional Comments






INFORMATION FOR APPLICANTS:  Other information that may be pertinent to position posting (i.e. local candidates only, must be a State of Colorado Resident, Submit samples of writing or journal publications, Minimum requirement question).  Specifically state any relevant information that the candidate needs to know.
	


SCREENING QUESTIONS:  You can add questions to PeopleAdmin to help screen applicants.  Questions related to minimum qualifications may be set to disqualify an applicant from applying if he/she does not have the minimum qualifications and save the committee from having to review the materials.  For example:  If the position MUST have a PhD in a certain area and candidates will not be considered unless they have it, then you can add a question that states, “Do you have a PhD in ____? You can then instruct the system to look at the answer and if the candidate gives a response other than yes, it will not allow him/her to apply.   If you would like further information from a candidate up front, you can set up an open-ended question asking for more information.  For example, “Describe you experience in ______.”  This will not disqualify the candidate but will provide information in one location for review at the time of application.  Contact Human Resource Services if you need additional information on this tool.

Questions to set-up in PeopleAdmin:  List questions and whether it is needs to be set as a disqualifying question. 
	


	*For Faculty the Requestor is the Dean.

	Requestor:
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	Hiring Authority
	
	Phone
	
	Date
	

	Approver:
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	Dean/Director
	
	Phone
	
	Date
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