PERSONNEL HIRING JUSTIFICATION

All Positions

Upper Iowa University

	Position Title: 

	Department:  


Submit the Personnel Hiring Justification form for replacement and new position vacancies. University positions may not automatically be awarded to the department where a vacancy occurs. The Job Description will support the rationale and justification for the approval of the position.  All applications will be gathered by the EO Officer and then submitted to the originator.  The EO Officer will provide applicants with a letter stating receipt of letter of application or interest and provide an application/applicant statement and EO card for completion.

This position is:           Replacement for:                                                     or ____ New



         Full-Time or ____ Part-Time (If “Part-Time” note the number of hours per week ______)



____ Regular or __ Temporary (If “Temporary” state for how long                                            )


____ Contract or ____ Letter of Appointment

No advertising or recruitment activity shall take place until this form has been returned to the originator with the appropriate approval signatures.

SEARCH COMMITTEE:  (Refer to Hiring Guidelines for minimum requirements)

	Name
	Position/Department
	Protected Class Representation

	                                            Chair
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


ADVERTISING SOURCES:  (Refer to Hiring Guidelines for minimum requirements)

	Source
	Dates for ad & # of times to run ad’s

	Campus Position Announcement via Campus Mail or E-Mail
	

	HigherEdJobs.Com 
	

	UIU World Wide Web (only contracted positions will be listed)
	

	Chronicle of Higher Education
	online

	Des Moines Sunday Register
	

	Local Paper (non-academic professional positions)
	

	Other:                                            Phone:
	

	Other:                                            Phone
	


ADVERTISING INFORMATION:  (Refer to Hiring Guidelines for minimum requirements)

Original copy for the advertisement, job description and position announcement will be prepared by the Search Committee Chair and included for approval in this packet.  Standard approved statements regarding EO and ADA, salary, benefits and Upper Iowa University will be included in advertising copy.  The position title, functions, qualifications, and hire date will be taken from the job description.  Submit exact copy of the advertisement to be submitted to the newspapers.  EO Officer will place ads in publications checked for the length of time identified, i.e. two consecutive days, three weekly issues, etc.
All advertisements must contain one or all of the following:

1.  Identify the preferred salary statement (Professional searches only - select one)

_____ Salaries at Upper Iowa University are competitive.

_____ Other : _______________________________________________________________________________________

2.  Identify the preferred statement (complete both)

_____ Review of applications will begin _______________________________.

_____ Position is open until filled though applications received by ____________________________

           will receive full consideration.

3.  Identify information requested by applicants

Contract Positions: Select three or more of the following:

_____ Letter of Application

_____ Vita or Resume

_____ Letters of recommendation (state number requested: ______)

_____ Names and telephone numbers of references (state number requested: ______)

_____ Other: _______________________________________________________________________________________

Support Staff (Letter of Appointment) Positions: Select one of the following:

_____ Send a Letter of Interest to the Residential University EO Officer referencing opening.

4.  Identify EO Officer for application submittal (EO Officer, mailing address, telephone, fax number)

Submit application to:
Residential University EO Officer




605 Washington Street, P.O. Box 1857




Fayette, Iowa 52142




Fax: (563) 425-5332




Reference Open Position: _________________________________

5.  Upper Iowa is an Equal Opportunity Employer.

Other comments/requests regarding advertising copy:


NO ADVERTISING OR RECRUITMENT ACTIVITY SHALL TAKE PLACE UNTIL APPROVED EO OFFICER WILL PLACE ALL ADVERTISEMENT AS INDICATED ON FORM.

_______________________________________

______________

Signature of Originator of Justification / Position Title 
Date

APPROVAL SEQUENCE:

_______________________________________

______________

Department Head/Dean/Director Approval


Date

_______________________________________

______________

Senior Vice President Approval



Date

_______________________________________

______________

EO Officer Approval




Date

_______________________________________

______________

Payroll and Benefits Coordinator



Date

_______________________________________

______________

President Approval




Date

(EO/Guidelines/Revised August 2007)
