Checklist for Unclassified Searches (Faculty and Staff)
Name of Hiring Authority:      
Vacant Position/Department:      
Hiring Authority:

 FORMCHECKBOX 

Update the job description for the position if necessary as part of the R-1 process.

 FORMCHECKBOX 

Submit an R-1 through PeopleAdmin to obtain approval to advertise your position.
 FORMCHECKBOX 

Upon approval of the R-1, a human resources representative will contact the hiring authority regarding the search policy, etc.
 FORMCHECKBOX 

The hiring authority will appoint a search committee of at least three members (five members minimum for a position with campus wide impact).  Applications for exceptions to utilizing a search committee must be made in writing to the Director of Human Resources for consideration.
 FORMCHECKBOX 

The hiring authority will appoint a search committee chair, or assign the members of the committee the task of selecting a chair.
 FORMCHECKBOX 

The hiring authority issues a charge to the search committee (see section III of the policy).
 FORMCHECKBOX 

Once the search committee has submitted their results, the hiring authority will complete the R-2 in PeopleAdmin with the information for the applicant selected for the position.
 FORMCHECKBOX 
 
The R-2 will be forwarded through PeopleAdmin with all of the applicable documentation (Search Committee Minutes, Names of Search Committee Members/Titles, Reference Checks—if letters of reference aren’t provided, Hiring Authority Checklist, Search Committee Checklist, & Letter of Justification—if applicable)
