ACTIVITY 3

Recruitment Procedures

Forward the Notice of Vacancy, advertising plan, and advertisement copies to the Affirmative Action Officer.  (Department will prepare and process K Orders after approval by the Affirmative Action Officer.)
See section on search committee expenses. (Refer to Table of Contents)
Notice of Vacancy
When developing the Notice of Vacancy, keep in mind:

· Copies of transcripts are required when interviewing candidates if a degree or coursework is a requirement of the job.  A clear copy of the official transcript or a copy of the diploma is acceptable. 

· Three letters of reference are required.  Telephone references must be followed by written documentation for the interview candidates.  Search committee members are not allowed to write letters of reference for applicants, this could jeopardize the search process.  All 3 letters of reference must be submitted with Activity 5, “Request to Interview” for the top applicants.

· Decide on a closing date or a screening date:

· A closing date is a fixed date: All application materials must be received by November 1. 

You cannot consider applicants who submit their materials after this date, even if they are well qualified.  Benefits: you can proceed to the next activities in the search, without having to review applications as they arrive and slow down the process. If you have to re-start the search for any reason, you begin by Requesting to Initiate a Search (Activity 1). 

· A screening date is flexible: Screening of application materials will begin November 1, YEAR.  A screening date allows you the option of screening all of the applications that are received throughout the “whole search process” until an offer has been made.  Benefits: qualified candidates may apply after the original screening date.  The search committee compares the new applicant with only those who remain in the candidate pool.  If you have to re-start the search for any reason, you begin by readvertising (Activity 3).  

· Affirmative Action and EEO wording to be placed in Notice of Vacancy:

WASHINGTON STATE UNIVERSITY IS AN EQUAL OPPORTUNITY/ AFFIRMATIVE ACTION EDUCATOR AND EMPLOYER. Members of ethnic minorities, women, special disabled veterans, veterans of the Vietnam-era, recently separated veterans, and other protected veterans, persons of disability and/or persons age 40 and over are encouraged to apply.

WSU employs only US citizens and lawfully authorized non-US citizens.  All new employees must show employment eligibility verification as required by the U.S. Citizenship and Immigration Services.

Washington State University is committed to providing access and reasonable accommodation in its services, programs, activities, education and employment for individuals with disabilities. To request disability accommodation in the application process, contact Human Resource Services: 509-335-4521(v), Washington State TDD Relay Service: Voice Callers: 1-800-833-6384; TDD Callers: 1-800-833-6388, 509.-335-1259(f), or hrs@wsu.edu.
Advertising
· The recruitment period is defined as the time period between the commencement of advertising and the closing date for receiving applications.  The minimum recruitment period for Faculty and Administrative/Professional searches is: 

· Minimum 30 days for national searches

· 21 days for regional or state searches

· 14 days for local or internal searches

You only have to advertise one time in each of your publications during this recruitment period.

· Wording to be placed in newspaper/magazine advertisement:

EEO/AA/ADA

· The Center for Human Rights requires that the most-read publication for a given position list all REQUIRED qualifications in the advertisement copy.   All other advertisements for that same position may be condensed (see samples below).

· Write effective, low-cost position advertisements.  The following guidelines will help you write position ads that not only get read, but also cost less and take less time to produce:

· Use phrases, not complete sentences.  Leave out most articles (a, an, the) and non-essential verbs (seeks, will contribute).

· Avoid repeating words.  For example, organize the ad so that the information requiring the same words are in the same place.

· Use punctuation to divide up the information, such as colons after headings (e.g. requirements:).

· Listed below is a sample of an approved advertisement by the Center for Human Rights and is required for the most-read publication for a given position:  
SHORT AD COPY (to appear in most read publication for a given search) 
Small Acreage Outreach Coordinator, WSU Clark County Extension, Brush Prairie, WA (Administrative Professional, FT, Temporary, 12-Mo, renewable) Required:  Bachelor’s with minimum two year’s experience related to position responsibilities OR Associate’s Degree and four years experience directly related to position responsibilities; computer skills/proficiency in MS Word, MS Excel, Outlook, and PowerPoint.  Screening begins October 22, 2004.   For position description listing all qualifications and application process, visit:  http://www.hrs.wsu.edu/employment/FAPvacancies.asp (Search #3831). Contact Lisa H. Clyde, EEO Coordinator, 509-335-2822, eeocoord@wsu.edu.  EEO/AA/ADA
· Listed below is a sample of an approved condensed advertisement by the Center for Human Rights.  Use this sample for the remainder of your advertisement copies after at least one advertisement is posted as shown above (listing all required qualifications): 

CONDENSED AD COPY (to appear in all other publications)

Small Acreage Outreach Coordinator, WSU Clark County Extension, Brush Prairie, WA.  (Administrative Professional, FT, Temporary, 12-Mo, renewable) Screening begins October 22, 2004.   For position description listing all qualifications and application process, visit:  http://www.hrs.wsu.edu/employment/FAPvacancies.asp (Search #3831). Contact Lisa H. Clyde, EEO Coordinator, 509-335-2822, eeocoord@wsu.edu.  EEO/AA/ADA
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