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Message from Human Resources 

The Staff Search Manual is a consolidation of University policies, forms, resources, and support mechanisms to facilitate the staff search process in a fair, efficient, and legally compliant manner. The manual is intended to aid Supervisors and Search Committees in facilitating the selection process from the approval of replacements for positions or creation of new positions up to the successful hiring of a new staff member.

The Staff Search Manual is based on best practices, complies with federal, state, and local legislation governing employment, and incorporates facets of the Wilkes culture resulting in a process that portrays a professional image of the University. The manual is the primary source for policy regarding staff searches. Its main function is to legally, aggressively, and creatively attract and hire a diverse and excellent staff for the University.

INTRODUCTION

The purpose of the Staff Search Manual is to provide direction to the Supervisor and Search Committee as they prepare to replace or add staff to their units. The manual was designed to aid the Supervisor and members of the Search Committee in a step-by-step process. The process is in compliance with the legal considerations outlined by federal, state, and local employment laws and regulations.

The Staff Search Process has nine (9) distinct stages: (1) Position Management; (2) Position Announcement; (3) Search Committee Composition; (4) Screening; (5) Preparing for the Interview; (6) On-Site Interview; (7) Selection; and (8) Closing the Search; (9) Incoming Process for New Employees.

I. POSITION MANAGEMENT


It is important to note that Supervisors should have an established plan for funding when requesting a new position or a change to a position that will have financial implication.  The Position Management stage begins with the Department Supervisor completing a Personnel Requisition (Attachment 1). This form is used for departments to propose the creation of additional staff positions or to revise an established staff position (forms can be downloaded from the Wilkes University website, HUMAN RESOURCES, Supervisor Forms).  

Department Supervisors must provide a rationale for the request. The rationale should be a written document attached to the Personnel Requisition form.  When requesting a new position, the Supervisor must also complete a Position Description (Attachment 2).  In order to comply with the American with Disabilities Act (ADA), the “essential” functions of a position must be identified on the Position Description.  The Personnel Requisition form, along with a corresponding Position Description are to be forwarded to the Human Resources Office for review and position classification before forwarding the form to the Controller’s Office/Budget for funding approval. Attachment 1 must be completed and approved before the process continues. 

Upon review of the Personnel Requisition, the Human Resources Office returns the form to the Supervisor to complete Section C before forwarding it to the Controller’s Office/ Budget for funding approval. The Supervisor completes Section C then forwards the form to the Controller’s Office/Budget.

The process continues with the form review and authorization by the Controller’s Office/Budget.  Once approved by the Controller’s Office/Budget, the Controller’s Office/Budget creates and funds the position in the Banner/Finance System. The Controller’s Office/Budget forwards a copy of the approved Personnel Requisition to the Human Resources Office. The Human Resources Office will notify the hiring Supervisor that the search process may begin.

II. POSITION ANNOUNCEMENT / ADVERTISEMENT
The Search process should begin with the creation of the Position Announcement (Attachment 4 provides a Position Announcement template). The Supervisor drafts the position announcement in accordance with qualifications required and information stated in the Position Description. The Position Announcement will be the actual print advertisement for the available position. The Supervisor submits the Position Announcement to the Human Resources Office for text approval and assignment of a search reference number.

The Human Resources Office will review the Position Announcement and post on the Wilkes University Website.  Generally, the announcement will also be posted in one local media source and electronically on The Pennsylvania Career Link (a State-wide resource).  The Human Resources Office will consider position announcements in one specialized or targeted publication (e.g. Chronicle of Higher Education, etc.) for staff positions of Director or above, upon discussion with the Supervisor.  The Supervisor may also request that a position announcement be posted on a website or publication that does not require a recruitment/advertisement fee. Staff position announcements should not be posted in any media source without the prior consent of the Human Resources Office.

NOTE:  The Supervisor is to notify the Director of Diversity, in writing (email), of any Staff (Exempt/Non-Exempt) position vacancy.

III. SEARCH COMMITTEE COMPOSITION 

A Supervisor may assemble a Search Committee.  It is recommended that a Search Committee be convened only for staff positions of Director or above. The suggested composition of the Search Committee is a minimum of three members, which includes an appointed Chairperson and may include other department staff members/co-workers or staff members/co-workers of associated departments. The Director of Diversity may also be invited to participate. Once a Chairperson and full Search Committee are established, the Chairperson may request that members take on certain roles, such as scribe and record-keeper.  The Search Committee then drafts the appropriate position announcement, screening criteria, and interview questions (based on the Position Description – Attachment 2). 

IV. SCREENING
To preserve applicant documents in compliance with EEOC guidelines applicants are instructed to submit all position application search materials through the U.S. postal service at an established University Post Office Box # or to the University email address (eapply@wilkes.edu) designated for the Search.  The materials are then scanned into an electronic database and are available for electronic viewing. The Supervisor and/or Search Committee Chair will be given access to the application materials database by the Human Resources Office and can print the materials for screening purposes. 

The Supervisor and/or Search Committee screen the resumes and other materials from applicants. The applications should be reviewed and screened based upon the qualifications required and information stated in the Job Description and Position Announcement – application letter, resume, licensure, degrees required, experience, letters of reference, etc.  The Supervisor and or Search Committee determine and select those candidates who will be invited for an on-site interview.  

Immediately upon receipt of an application, a Candidate Acknowledgement Letter (Attachment 5) is systematically generated for and mailed to each candidate acknowledging receipt of their application and requesting completion and return of an Applicant Data form (Attachment 6).  

Note:  This procedure is completed through the University fulfillment center arrangement. 

V. PREPARING FOR THE INTERVIEW

The purpose of preparing for the interview is to provide a positive interview experience for each candidate and to assure for a consistent and fair interviewing process.   
The Supervisor and/or Search Committee Chair prepares for the interview by first reviewing the job description and developing an appropriate Applicant Questionnaire (Refer to the Search Aids: (a) Basic Interviewing Guide; (b) Behavioral Interviewing Guide; (c) A Systematic Approach to Interviewing; (d) An Interview Outline; (e) Sample Behavioral-Based Questions; (f) Skills Practice – Preparation; (g) Keep it Legal; and (h) Candidate Evaluation Summary). The interview format should be uniform in length and content for each candidate. 

The Supervisor or Search Committee Chair arranges scheduling and logistics for the on-site interviews with selected candidates.  A guide sheet for suggested hotel accommodations and meal options is available in the Human Resources Office, if applicable for candidates who are coming from out of the area for an interview.

VI. ON-SITE INTERVIEW

The Supervisor and/or Search Committee members interview, assess and rate each candidate.  As part of the candidate interview process, an On-Site Candidate Evaluation Sample form (Attachment 9) is provided and is to be completed by the Supervisor and/or each Search Committee member for each candidate.  This process assists the Supervisor and/or Search Committee with summarizing and assessing the performance of all on-site interview candidates. The Supervisor or Search Committee Chair will also have each candidate complete an Application form from the Human Resources Office at the time of the interview.  The completed On-Campus Interviewing Record forms and candidate applications are to be forwarded immediately for processing to the Human Resources Office. 

The Supervisor and/or Search Committee determine which of the interviewed applicants will continue to be viable candidates and if a second interview is applicable.  The supervisor and/or Search Committee may also determine at this stage that a candidate has been selected for the position and a job offer will be made. 

VII. SELECTION
The Supervisor and Search Committee (if applicable) deliberate on the final recommendation and determine the most qualified candidate for the position.  Once a determination is reached, the Supervisor or Search Committee Chair makes an initial verbal offer to the final candidate with a verbal acceptance deadline, preferably within one week. The conditional offer of employment is contingent upon favorable results from the reference and background check that is conducted by the Human Resources Office and is based on information provided in the Application Form. Upon the verbal acceptance from the candidate, the Supervisor or Search Committee Chair is to notify the Human Resources Office of the new hire by completing the “Personnel Status Change Form” (Attachment 10), which may be found on the University Website, Human Resources page, Supervisor’s forms. When completing the form, include information in the sections of the form that are appropriate for a new hire/employee (i.e., name, address, title, salary, start date, etc.). Fax the completed form to the Human Resources Office (x7849).  The Human Resources Office will prepare a standard University Offer Letter and mail it to the selected candidate.  A copy of the Offer Letter will also be provided to the Supervisor.

VIII. CLOSING THE SEARCH

The Human Resources Office notifies the Supervisor or Search Committee Chair upon receipt of the signed Offer Letter from the selected candidate. The Supervisor or Search Committee Chair then sends the remaining interviewed candidates a rejection letter (A Sample Candidate Rejection Letter/Attachment 8 is provided).  It is also recommended that the Supervisor or Search Committee Chair personally contact any internal University candidates that were interviewed but were not selected for the position.  The Supervisor or Search Committee Chair closes the search and submits all search documents to the Human Resources Office.  

IX. INCOMING PROCESS FOR NEW EMPLOYEES
The Supervisor is responsible for assuring that the new employee is acclimated to the University environment and has the necessary work accommodations and equipment upon or prior to their hire date.  Supervisors should follow these steps to ensure a smooth transition for the new employee:

· Set up authorization for Identification Card, Parking Permit, and Key(s) with the Service Center Office and escort/direct employee to complete paperwork

· Set up authorization for Computer Equipment, Computer Password, and E-Mail Account with the IT/Helpdesk Office and escort/direct employee to complete paperwork

· Escort/direct New Employee to the Human Resources Office to establish employment eligibility (I-9) and complete other required paperwork (Note: Employee must complete and return required paperwork within 48 hours of hire date.

· Human Resources Office will schedule a benefit orientation to be held within 3 weeks of employee’s hire date

· Human Resources Office will notify designated University supervisors/offices (i.e., Payroll Office, IT/Helpdesk/Mailroom, etc.) of all new hires via an electronic (e-mail) distribution list

Note:  A List of Attachments is found on the next page. The list indicates which of the forms need to be submitted to document the search process.

LIST OF ATTACHMENTS

Please note that documents marked with “Yes” are required to be completed and submitted during the search process or at the close of the search process. All other forms serve as tools and aids that should help the search committee conduct their searches more effectively.

	#
	Name of Attachment
	Page #
	Submission Required

	1
	Personnel Requisition
	8
	Yes

	2
	Position Description Form
	10-12
	Yes

	2(a)
	Sample Position Description Form
	13-15
	

	4
	Position Announcement Template
	22
	Yes

	5
	Candidate Acknowledgement Letter
	23
	

	6
	Applicant Data Form
	24
	

	7
	Search Aids
	25-36
	

	8
	Sample Candidate Rejection Letter
	35
	

	9
	On-Site Candidate Evaluation Sample
	36
	

	10
	Personnel Status Change From
	37
	Yes


PERSONNEL REQUISITION (ALL POSITIONS)
Please print legibly or type in the necessary information
	Definition: Use this form for requesting approval to hire a new employee.

	
	


Step 1: Supervisor (or Department Manager) drafts new or revised job description and letter explaining why the position is being created or changed when necessary. Recommend discussion with VP/Dean/Provost prior to completion of form and assure funding is in current year budget.

Step 2: Supervisor (or Department Manager) completes all items for requesting a new or replacement position and all applicable items in Section A and Section C of this form and submits with Step 1 documents to Human Resources for review and classification.

	Section A: (To be completed by Supervisor / Department Head / Budget Manager)

	Job Title:
	Department:

	Division:
	Supervisor’s Name / Title:

	Organization Number:
	Grant Supported: ____Yes                  ____No

	Check all that apply:
	

	· New Budgeted Position

· New Non Budgeted Position

· Replacement (provide name of employee being replaced)

          ___________________________

· Acting/Interim

· Grant Funded
	Position Type

· Semi-Monthly

· Hourly (Time Clock)

· 40 Hours per Week

· Part Time (<35 hours a per week)

· Stipend $________(total)


	Position Cycle

· 12 Months

· 10 Months

· 9 Months


___________________________________________________
   ____________________________
___________________

(Signature of Supervisor / Department Head / Budget Manager)
    (Print Name)


(Date)

	Section B: (To be completed by Human Resources)               Check here if DENIED _______________          

	FLSA Status
	· Exempt
	· Non-Exempt

(Time Sheet)
	

	Position Grade Level:
	Pay Range: $___________________ 

                    (Minimum – Target or Midpoint) 
	Position Class Code: 


__________________________________________
_____________________________
_________________

(Signature of Human Resources Representative)

(Print Name)


(Date)

Step 3: Human Resources completes Section B, if approved and forwards the form to the Controller’s Office / Budget to complete Section D. Otherwise the form is returned to Supervisor / Department Manager. 

	Section C: (To be completed by Department Head/Budget Manager)

	Organization Name:
	Effective Date:

	Budget Account No. (FOAP):
	Percentage:

	Budget Account No. (FOAP):
	Percentage:

	Existing Position No, if used as a source of funding:
	Amount $:


______________________________________________
____________________________
__________________

(Signature of Department Head/Budget Manager if 
(Print Name)


(Date)
  different than signature in Section A above)

	Section D: Funding Available:
	Amount $:
	New Position No. (to be completed after receiving cabinet approval):




_______________________________________________
_________________________
______________
(Signature of Director of Budget / Controller) 

(Print Name)


(Date)

Step 4: HR forwards the form to the Vice-President of the organization for approval if funding is available; otherwise the form is returned to the Department Head / Budget Manager.

Step 5: Vice-President, et. al. forwards the form back to the Human Resources Department once cabinet approval is received.  Otherwise the form is returned to the Department Head / Budget Manager.

_______________________________________________
_________________________
______________

(Signature of Vice-President / Provost / President)

(Print Name)


(Date)

Step 6: Controller’s Office / Budget creates and funds the position on the Banner/Finance System and forwards a copy of the form to the Human Resources Office
Step 7: Human Resources Representative notifies hiring Supervisor or Department Head / Budget Manager to start search process.

	Section E: (To be completed by Human Resources)

	Name of Employee Filling the Requisition:
	Employment Date:

	Pay Information):     Hourly________     Semi-Monthly________     Annually_________
	


Attachment 1
Position Description
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General Information

	Date
	
	Position number
	

	Name of incumbent
	
	Incumbent’s ext.
	

	Position title 
	
	
	

	Department
	
	
	

	Supervisor’s name
	
	Supervisor’s ext.
	

	Supervisor’s title
	
	Position number
	


_______________________________________________________________________________  

B.
Position Summary (The position summary should be a concise, one or two sentence statement of the position's basic function in the unit of which it is a part, and the general level of supervision under which the position operates.  This statement briefly describes why the position exists.):

______________________________________________________________________________

C.
Organizational Characteristics (Relative to Campus and/or Department) (This section amplifies the information provided in the job summary.  Reporting relationships affecting the position are to be described here, e. g., "This position reports directly to...., along with ...., ...., and .....  Reporting directly to this position are ...., ...., and ....."  In addition, the nature of the role the position plays in the organizational unit is described here.  For instance, if the position supervises or manages a subunit of the organizational unit, the function of that subunit is described here.  Statements of authority vested in the position, level of supervision position receives, impact on research, and extent to which unit or institutional expertise in specialized fields of knowledge is vested in the position are also included in this section. An organization chart must also be furnished with this description.): 
___________________________________________________________________________

D. Principal Accountabilities (This section should give clear and concise statements of what the position does to accomplish its basic function in the organizational unit, described in the position summary and organizational characteristics.  Each statement of a duty should also describe the result expected from the performance of that duty, e.g., "This position performs .... to meet, or accomplish ....."  Statements in this section should include specific "action" verbs, such as "operates", "schedules", "prepares", "calculates", "plans", "organizes", "conducts", etc., to describe each function.  The Accountability Statements should also state, or clearly imply the degree of supervision under which each accountability is performed.  These Accountability Statements become the basis for performance standards for the position.  The percent of time on each duty should also be entered.  The percentages of all of the combined Principal Accountabilities should add up to 100%.

In order to comply with the Americans with Disabilities Act (ADA), the "essential" functions of a position must be identified.  The focus should be on the purpose of the function, or the result expected, rather than the manner in which the function is performed.  A function is "essential" to the position, for ADA purposes, if the position exists to perform that function, a substantial portion of the position's time is required in the function, the nature of the organization is such that the function cannot reasonably be assigned to another position, the function requires a highly specific, specialized skill, and/or the consequences of this position not performing the function are serious.  There are designated spaces for "essential" and "non-essential functions". 

Attachment 2-1
Note that the term "essential" is in the context of ADA definitions only, and does not indicate relative importance to the organization.):

	ADA "Essential" Functions:

	1.
	Percent of Time:          %
	

	

	2.
	Percent of Time:          %
	

	

	3.
	Percent of Time:          %
	

	

	4.
	Percent of Time:          %
	

	

	5.
	Percent of Time:          %
	

	

	ADA “Non-Essential” Functions:

	6.
	Percent of Time:          %
	

	


______________________________________________________________________________

E.
Dimensions (The dimensions of a position are the numbers associated with the position.  Number of personnel supervised, "dynamic" dollars affected by the position (expenses, budget, revenue generated, collections, rate of return), student and research activity, extramural activity, etc., with which the position has active interaction on a regular basis, all give a sense of size to the position.) :

______________________________________________________________________________

F.
Minimum Qualifications (This section describes the minimum requirements, in terms of academic degrees, directly related or indirectly related work experience, or other credentials, a candidate must have to enter the position with a reasonable expectation of success, within an acceptable time frame.  Academic degrees and/or scholarly publishing activities should be included here.  In most cases a certain level of understanding can be expressed using an academic degree or equivalent in training or experience.  The requirements here are minimum entry requirements for the duties performed by this position; not necessarily reflecting the background of an incumbent.  These requirements must be related to the essential functions of the position to be defensible.  Qualifications that are preferred, or desirable can be included here, as long as such is clearly stated.):

Attachment 2-2

Education

What is the lowest grade of grammar school, high school, college, or post-graduate education required of a person starting in this position?

Professional Work Experience

What kind of previous work experience is necessary for minimum satisfactory performance of a new employee in this position?

What is the length of experience required?
Professional Certification or License

Is special certification, license, or registration required? If so, specify.

Training

Assuming that a new employee has the necessary education and experience to qualify for the position, what training is necessary to achieve an acceptable performance level after the employee is on the job?

Knowledge Areas

Describe specific knowledge requirements of this position.

Skills

Describe specific skills and competency requirements of this position.

______________________________________________________________________________

G.
Additional Information About the Position (Any additional aspects, not covered above, relevant to the position.):

______________________________________________________________________________

H.
Approval, Authorizing Signatures:

	Human Resources
	
	Date
	

	Supervisor
	
	Date
	

	Department Head
	
	Date
	

	Vice President
	
	Date
	

	Incumbent
	
	Date
	


Include an organizational chart that depicts this position's place within the organizational unit and includes the names and titles of this and other positions in the department.  You may also attach an existing job description for this position and any other documentation that may provide an understanding of the nature of the position.

Attachment 2 -3
POSITION DESCRIPTION (SAMPLE) 
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General Information

	Date
	08/24/2005
	      Position number
	ADM222

	Name of incumbent
	
	       Incumbent’s ext.
	

	Position title 
	(Senior Associate Director, Admissions) 

	Department
	(Admissions)
	
	

	Supervisor’s name
	(John Smith)
	Supervisor’s ext.
	(1234)

	Supervisor’s title
	(Director, Admissions)
	Position number
	(ADM333)


_______________________________________________________________________________

B.
Position Summary (The position summary should be a concise, one or two sentence statement of the position's basic function in the unit of which it is a part, and the general level of supervision under which the position operates.  This statement briefly describes why the position exists.):

The senior associate director for freshman admissions provides leadership and direction for freshman recruitment initiatives, including recruitment travel and events. The senior associate director also oversees freshman application review, provides leadership and supervision to 12 staff members, and is responsible for implementing the freshman strategic enrollment plan. Evening and weekend work is required with the ability to travel for extended periods of time.  _____________________________________________________________________________

C.
Organizational Characteristics (Relative to Campus and/or Department) (This section amplifies the information provided in the job summary.  Reporting relationships affecting the position are to be described here, e. g., "This position reports directly to...., along with ...., ...., and .....  Reporting directly to this position are ...., ...., and ....."  In addition, the nature of the role the position plays in the organizational unit is described here.  For instance, if the position supervises or manages a subunit of the organizational unit, the function of that subunit is described here.  Statements of authority vested in the position, level of supervision position receives, impact on research, and extent to which unit or institutional expertise in specialized fields of knowledge is vested in the position are also included in this section. An organization chart must also be furnished with this description.): 
This position reports directly to the Director of Admissions along with the Admissions Counselors. The position receives minimum supervision. This position supervises (2) Support Staff and work-study students.

___________________________________________________________________________

E. Principal Accountabilities (This section should give clear and concise statements of what the position does to accomplish its basic function in the organizational unit, described in the position summary and organizational characteristics.  Each statement of a duty should also describe the result expected from the performance of that duty, e.g., "This position performs .... to meet, or accomplish ....."  Statements in this section should include specific "action" verbs, such as "operates", "schedules", "prepares", "calculates", "plans", "organizes", "conducts", etc., to describe each function.  The Accountability Statements should also state, or clearly imply the degree of supervision under which each accountability is performed.  These Accountability Statements become the basis for performance standards for the position.  The percent of time on each duty should also be entered.  The percentages of all of the combined Principal Accountabilities should add up to 100%.

In order to comply with the Americans with Disabilities Act (ADA), the "essential" functions of a position must be identified.  The focus should be on the purpose of the function, or the result expected, rather than the manner in which the function is performed.  A function is "essential" to the position, for ADA purposes, if the position exists to perform that function, a substantial portion of the position's time is required in the function, the nature of the organization is such that the function cannot reasonably be assigned to another position, the function requires a highly specific, specialized skill, and/or the consequences of this position not performing the function are serious.  There are designated spaces for "essential" and "non-essential functions". Note that the term "essential" is in the context of ADA definitions only, and does not indicate relative importance to the organization.):

Attachment 2(a)-1
	ADA "Essential" Functions:

	1.
	Percent of Time:          20%
	

	Planning:



	2.
	Percent of Time:          20%
	

	Development: 



	3.
	Percent of Time:          25%
	

	Training: 



	4.
	Percent of Time:          25%
	

	Managing:



	5.
	Percent of Time:          %
	

	

	ADA “Non-Essential” Functions:

	6.
	Percent of Time:          10%
	

	Other duties as assigned: Participates in all aspects of program and department planning and in the establishment of department goals and objectives.




______________________________________________________________________________

E.
Dimensions (The dimensions of a position are the numbers associated with the position.  Number of personnel supervised, "dynamic" dollars affected by the position (expenses, budget, revenue generated, collections, rate of return), student and research activity, extramural activity, etc., with which the position has active interaction on a regular basis, all give a sense of size to the position.) :

______________________________________________________________________________

F.
Minimum Qualifications (This section describes the minimum requirements, in terms of academic degrees, directly related or indirectly related work experience, or other credentials, a candidate must have to enter the position with a reasonable expectation of success, within an acceptable time frame.  Academic degrees and/or scholarly publishing activities should be included here.  In most cases a certain level of understanding can be expressed using an academic degree or equivalent in training or experience.  The requirements here are minimum entry requirements for the duties performed by this position; not necessarily reflecting the background of an incumbent.  These requirements must be related to the essential functions of the position to be defensible.  Qualifications that are preferred, or desirable can be included here, as long as such is clearly stated.):

{Answer the questions following each qualification category.}

Attachment 2(a)-2 

Education

What is the lowest grade of grammar school, high school, college, or post-graduate education required of a person starting in this position? (e.g., Bachelor’s degree required; Master’s degree preferred)

Professional Work Experience

What kind of previous work experience is necessary for minimum satisfactory performance of a new employee in this position?

What is the length of experience required?

At least five to seven years of progressive and demonstrated experience in admissions and student recruitment and experience working with diverse constituencies. Evening and weekend work is also required.
Professional Certification or License

Is special certification, license, or registration required? If so, specify.

Training

Assuming that a new employee has the necessary education and experience to qualify for the position, what training is necessary to achieve an acceptable performance level after the employee is on the job?

Knowledge Areas

Describe specific knowledge requirements of this position.

Knowledge of higher education environment and best practices for student retention. 

Skills

Describe specific skills and competency requirements of this position.

 Strong organizational and interpersonal skills; effective communications, supervisory and leadership skills.  Proficiency using computer (Word, Excel, Outlook).  
______________________________________________________________________________

G.
Additional Information About the Position (Any additional aspects, not covered above, relevant to the position.):

______________________________________________________________________________

H.
Approval, Authorizing Signatures:

	Human Resources
	
	Date
	

	Supervisor
	
	Date
	

	Department Head
	
	Date
	

	Vice President
	
	Date
	

	Incumbent
	
	Date
	


Include an organizational chart that depicts this position's place within the organizational unit and includes the names and titles of this and other positions in the department.  You may also attach an existing job description for this position and any other documentation that may provide an understanding of the nature of the position.

Attachment 2(a)-3

POSITION ANNOUNCEMENT TEMPLATE

[Position or Job Title]

Wilkes University invites applicants for a [term of employment, position or job title] in the [office/department/division/school] beginning [date, semester, year]. Wilkes University is an independent institution of higher education with approximately 2,200 undergraduate and 2,000 graduate students located in Wilkes-Barre, Pennsylvania, a mid-sized city within two and one-half hours driving distance of New York City and Philadelphia. [Provide a statement regarding the program/department, accreditation status, and its thrust or a noteworthy fact about the program or department].

The successful candidate is responsible for [describe the key duties of the position and the subject areas]. A [state the degree and discipline] is required.  The ideal candidate will have prior experience [describe experience preference]. Salary is commensurate with qualifications and experience.

Send [list all application documents and materials required] by [specify deadline date] to: Wilkes University, [position or job title] Search, Reference # ______, P O Box 3924, Scranton, PA 18505-0924. Indicate the reference # on the envelope. To apply by email, send application materials to: eapply@wilkes.edu and indicate the reference # in the email subject line. Kindly indicate in your letter where you found out about the position vacancy. Please make sure to include the reference # or the application will not be processed. Wilkes University is an Equal Opportunity employer committed to a diverse faculty, staff and student body. Applicants from diverse backgrounds are strongly encouraged to apply.

Attachment 4
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SAMPLE CANDIDATE ACKNOWLEDGEMENT LETTER

Date

«firstname_initial» «LastName»

«Address1»

«Address2»

«city_state_zip»

Dear «salutation» «LastName»:

Wilkes University recently received your application materials for the position of

«positions». For record keeping purposes pursuant to affirmative action initiatives, the University

collects demographic data from our job applicants. Participation in this data collection process is

voluntary, and the information you submit will not be included as part of your individual

application materials. So that our records are as complete as possible, please complete the

enclosed applicant data form and return it to the Search Committee in the envelope provided.

The Search Committee will be reviewing applications in the next few weeks and will

contact you if you meet the initial screening requirements. Thank you for your interest in Wilkes

University.

Sincerely,

Human Resources

Enclosures

Attachment 5
Applicant Data Form

As part of the application process for employment at Wilkes University, we ask that you complete this form and return it in the enclosed envelope.  This information is being gathered for record-keeping purposes in compliance with Federal laws. Completion of this form is voluntary.
	I. Today’s Date
	

	Name
	

	Street Address
	

	City, State, Zip
	

	Reference Number or Position Title from job announcement:__________________________


	Race/Ethnicity:

· Hispanic or Latino - A person of Cuban, Mexican, Puerto Rican, South or Central American, or other Spanish culture or origin regardless of race.

· White (Not Hispanic or Latino) - A person having origins in any of the original peoples of Europe, the Middle East, or North Africa.

· Black or African American (Not Hispanic or Latino) - A person having origins in any of the black racial groups of Africa.

· Native Hawaiian or Other Pacific Islander (Not Hispanic or Latino) - A person having origins in any of the peoples of Hawaii, Guam, Samoa, or other Pacific Islands.

· Asian (Not Hispanic or Latino) - A person having origins in any of the original peoples of the Far East, Southeast Asia, or the Indian Subcontinent, including, for example, Cambodia, China, India, Japan, Korea, Malaysia, Pakistan, the Philippine Islands, Thailand, and Vietnam.

· American Indian or Alaska Native (Not Hispanic or Latino) - A person having origins in any of the original peoples of North and South America (including Central America), and who maintain tribal affiliation or community attachment.


	· Two or More Races (Not Hispanic or Latino) - All persons who identify with more than one of the above five races.
Sex:

· Female 

· Male 

Referral Source:

· Self/Walk-in 

· Wilkes University Employee 

· Friend or Relative (not a Wilkes Employee) 

· Wilkes University Announcement 

· Placement Office 

· Newspaper 
   _______________________ 

   please specify

· Professional Journal _______________________ 


   please specify

· Other                       _______________________ 



   please specify




Wilkes University is an Equal Opportunity, Affirmative Action employer committed to a diverse faculty, staff and student body. Applicants from diverse backgrounds are strongly encouraged to apply
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SEARCH AIDS: 
Search Aide (a)

BASIC INTERVIEWING 

1. Conduct a structured interview
A structured interview generally provides the interviewer with the information needed to make the hiring decision. It is also important as a defense against discrimination in hiring and selection because all applicants are asked the same questions.

· Have a pre-planned agenda.

· Prepare a list of questions.

· Ask all interviewees the same questions. (Ask the questions in order or in a different order)

2. Facilitate open discussion
The objective is to obtain as much information as possible from the applicant. The easiest way to do this is by creating an atmosphere that allows the applicant to speak freely.

· Put the applicant at ease at the beginning of the interview.

· Go on to the next question if you find that an applicant freezes on a particular question.

· Ask questions that will facilitate discussion. Avoid questions that require a yes or no answer.

· Don’t ask leading questions. Keep the questions open-ended.

· Be sure to ask only job-related questions.

3. Listen and take notes
Documenting the interview process assists in decision making. It helps you recall information gathered in the interview and provides a clear record of your opinions regarding the strengths and weaknesses of the candidate. It assists in making an objective decision based on job related criteria. Good records will help should you have to justify your hiring decision.

· Ask probing or follow-up questions.

· Record actual responses.
· Omit prejudicial or judgmental comments.
4. Score the interviewee’s responses
· Scoring helps clarify the areas of strength and weaknesses of each candidate. When more than one individual is making the hiring decision, scores help to summarize what the group thinks of each candidate on each of the areas they are being rated on.

· Rate the candidate’s response to each question.

· Determine the scoring profile for the candidate.
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Search Aide (b) 
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BEHAVIORAL INTERVIEWING

What is behavior-based interviewing?

A thorough, planned, systematic way to gather and evaluate information about what candidates have done in the past to show how they would handle future situations. Unlike mutual funds, “Past behavior is a guarantee (almost) of future performance”.

The key assumption is that job candidates who have previously demonstrated a particular behavior given a specific situation will repeat that behavior in the future when confronted with a similar situation. The hiring authority determines which specific behaviors are necessary for success on the job, and then seeks out candidates who have shown that they are capable of exhibiting those behaviors.

Methodology

1. Identify those knowledge, skills, and abilities (KSA), behaviors, and core competencies key or critical to successful job performance based on an analysis of the job and the incumbents.

Review the job description that is current and updated. What knowledge, skills, and behaviors must the person possess to successfully perform the duties and responsibilities of the job? For example, if the job requires a person to deliver a lecture on a specific topic using a variety of visual aids, you would want to find out if they have had experience like that in a previous job.

2. Determine which behavioral or situational questions elicit the desired behaviors for the job.

For example, based on your review of the job description you have identified that facilitating discussions is a behavior that is critical to performance on the job and the learning of the student. You might phrase the question: “Think about a time when you had to facilitate a discussion for students in a class or Can you tell me of a time when you had to facilitate a discussion for a group?” Ask probing and follow up questions: What was the situation? What did you do? You said “we” – who is “we”? What was the result or outcome?

3. Develop a tailored, structured format for asking the questions.

Formulate and decide on a series of open-ended questions that you will ask each interviewee. Your review of the resumes presumes that you have selected interviewees that have met the basic skill requirements and qualifications of the position. (See the minimum qualifications section of the job description)

4. Devise benchmark responses prior to the interview.

There is a “score keeping” element to this type of interviewing. If the candidate’s response to the question matches that given by the best performers on the job, a plus sign or numerical value is recorded next to the question. The wrong answer gets a zero. The scoring profile of each candidate is matched against those of the best performers on the job.  

*For additional information and assistance with Behavior-based interviewing, competency-based selection, and selecting for mission and values, please contact the Director or Human Resources.
Attachment 7-2

Search Aid (c)

A SYSTEMATIC APPROACH TO INTERVIWING

Analyze Skills

Determine the specific skills required by the job

↓

Select Skills

Select a set of relevant skills to use as the basis for developing questions

↓

Develop Interview Questions

Create a structured interview that includes legally defensible questions
↓

Conduct the Interview

Ask behavioral questions to determine the candidate’s

skill levels in key job criteria

↓

Evaluate Past Behavior

Objectively rate past behavior to determine how individual

skills match job requirements
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Search Aid (d)

AN INTERVIEW OUTLINE

· Begin by building rapport.

· Review the position for which the candidate is being considered.

· Explain that you are using a job-related, structured interview in order to be thorough and fair with all candidates.

· Explain that you will take notes so that you can remember the information. 

· Review the candidate’s educational and work experiences.

· Ask behavioral questions related to the skills you want to cover.

· Invite the candidate’s questions.

· Wrap up by thanking the candidate and explaining next steps.
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Search Aid (e)

SAMPLE BEHAVIORAL-BASED QUESTIONS

Quick Reference: Sample Behavioral-Based Questions

Typically, a wide variety of questions can be used to gain information about a candidate’s job skills. Use the questions below as guides to help you develop questions that target specific skill requirements.

Ability to Cope with Ambiguity, Pressure and Change

1. Give me an example of a time when you could not finish a task because you did not have enough information. How did you move forward?

2. Have you ever had a stressful day? Please describe it for me – what are you doing and how do you respond?

3. Sometimes it’s easy to get “in over your head.” Have you ever had a situation like this? Please tell me how you handled it.

Judgment and Problem Solving

4. Give me an example of a time when you had to be relatively quick in coming to a decision.

5. Give me an example of a time when you used your fact-finding skills to gain information needed to solve a problem. Then tell me how you analyzed the information and came to a decision.

6. Tell me about a specific occasion when you conformed to a policy even though you did not agree with it.

Communication Skills

7. Tell me about a time when you had to use your verbal communication skills in order to get a point across.

8. Describe the most significant written document, report or presentation that you’ve completed.

9. What has been your experience in giving presentations to small or large groups? Think about your most successful presentation. Tell me what you did and what the outcome was.
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Leadership

10. Give me an example of when you felt you were able to build motivation in your coworkers or subordinates.

11. Have you ever had to discipline or counsel a subordinate? What was the situation? How did you handle it?

12. Tell me about a time when you delegated a task or project effectively.

Initiative

13. Give me an example of a time when you had to go above and beyond the call of duty in order to get a job done.

14. Describe a situation in which something you tried to accomplish failed.

15. Tell me about a time when you showed initiative and took the lead.

Planning and Organization

16. Give me an example of an important goal you set, and tell me about your progress in reaching that goal.

17. Tell me about a time when you had too many things to do and you had to prioritize your tasks.

18. Recall a time when you were assigned a complex project. What steps did you take to prepare for and complete the project? Were you happy with the outcome? What one step would you have done differently?

Interpersonal Skills

19. Give me an example of a time when you were able to communicate successfully with another person, even when that individual may not have personally liked you.

20. Describe a time when you felt it was necessary to modify or change your actions in order to respond to the needs of another person.

21. What did you do in your last job to contribute to a sense of teamwork? Be specific.

22. Describe a situation in which you were able to use persuasion to successfully convince someone to see things your way.

23. What is your typical way of dealing with conflict? Give me an example.
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Risk-taking and Creativity

24. Describe the most creative work-related project you have completed.

25. Sometimes we have to take risks in our work in order to see results. Tell me about a time when you took a risk in your job. What was the outcome? Would you have done anything differently?

Search Aid (f)

SKILLS PRACTICE – PREPARATION

· Prepare your interview questions.
The time to prepare your questions is before the interview. Preparing the right questions takes time. It also requires an understanding of the job, job requirements, and the type of information you will need to collect. Make a list of the questions you will ask to determine whether or not the candidate has the technical skills and the performance skills needed.

Technical Skills
Technical skills are those that call upon specific technical or functional knowledge or experience, such as: having a specific body of knowledge for example, accounting); use of specific kinds of computer hardware and software; experience in a particular field, such as counseling.

Performance Skills
Performance skills are those skills the person needs to be successful in the job, and may include the following areas: management/leadership; decision making and problem solving; communication skills; ability to cope with pressure; time management and organizational skills; interpersonal relations and teamwork; etc.
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Search Aid (g)

KEEP IT LEGAL
Below is a quick reference guide to legal and potentially discriminating interview questions.

	Topic
	Legal Questions
	Discriminatory

Questions



	Family Status
	Do you have any responsibilities that would conflict with job attendance or travel requirements? (If you’re going to ask it, you must ask all applicants.)
	Are you married?

What is your spouse’s name?

What is your maiden name?

Do you have any children?

Are you pregnant?

What are your childcare arrangements?



	Race
	None
	What is your race?



	Religion
	None (You may inquire about availability for weekend work.)
	What is your religion?

Which church do you attend?

What are your religious holidays?



	Residence
	What is your address?
	Do you own or rent your home?

Who resides with you?



	Sex
	None
	Are you male or female?



	Age
	Do you meet the minimum age requirement set by law in our area?

If hired, can you provide proof of age?

If you are a minor, can you provide proof of age in the form of a work permit?
	How old are you?

What is your birth date?

When did you graduate from high school?
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	Topic
	Legal Questions
	Discriminatory

Questions



	Arrests or Convictions 
	Have you ever been convicted of a crime? (The conviction you are inquiring about must be job-related.)


	Have you ever been arrested?

	Citizenship or Nationality
	Can you show proof of your eligibility to work in the U.S.?

Do you have language abilities other than English, which may be useful in performing this job successfully?


	Are you a U.S. citizen?

Where were you born?

	Disability
	Are you able to perform the essential functions of this job with or without reasonable accommodation?


	Are you disabled?

What is the nature or severity of your disability?
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Search Aid (h)

CANDIDATE EVALUATION SUMMARY

Candidate Evaluation Summary

Rate each candidate based on the Assessment Factors (1 = Poor; 2 = Fair; 3 = Average; 4 = Good; 5 = Excellent)
Position_______________________  Date______ Interviewer____________

Technical Skills

	Candidate
	HR 

Experience
	PHR/SPHR
	PC

Experience
	Database

Experience

	Ann
	
	
	
	

	Ben
	
	
	
	

	Melissa
	
	
	
	

	Frank
	
	
	
	


Performance Skills

	Candidate
	Communication

Skills
	Influencing

Skills
	Leadership

Skills
	Judgment &

Problem Solving

	Ann
	
	
	
	

	Ben
	
	
	
	

	Melissa
	
	
	
	

	Frank
	
	
	
	


	Candidate
	Planning &

Organization
	Interpersonal

Skills
	Coping with 

Ambiguity
	Creativity

	Ann
	
	
	
	

	Ben
	
	
	
	

	Melissa
	
	
	
	

	Frank
	
	
	
	


NOTES:
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SAMPLE CANDIDATE REJECTION LETTER

(after on-campus interview process)

Date

«firstname_initial» «LastName»
«Address1»
«Address2»
«city_state_zip»
Dear «salutation» «LastName»:


It was a pleasure having you as a candidate for the {title of position} search. Unfortunately, we are not able to offer you the position at Wilkes University.


We thank you for the time and effort you have put into this process and for your interest in Wilkes University.

We wish you much success in your future endeavors.

Sincerely,

Dr./Mrs./Ms./Mr.

Supervisor or Chair of {position} Search Committee

Attachment 8
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ON-SITE CANDIDATE EVALUATION SAMPLE

	PPOSITION APPLIED FOR:
	

	PEVALUATOR NAME:
	


Rate each candidate (1 = Poor; 2 = Fair; 3 = Average; 4 = Good; 5 = Excellent) based on the assessment factors
	
	Candidate Name:


	Candidate Name
	Candidate Name:
	Candidate Name
	Candidate Name:

	Assessment Factors (Based on Job Description)
	
	
	
	
	

	Knowledge:


	
	
	
	
	

	Skills:


	
	
	
	
	

	Education:


	
	
	
	
	

	Experience:


	
	
	
	
	

	Abilities:


	
	
	
	
	

	Total Score
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	Personnel Status Change Form
	Human Resources 

UCOM

169 S Main Street

Wilkes-Barre, PA 18766

570-408-x4630 | fax x7849


	Supervisor: Complete all that applies for any personnel change (i.e., new hire, transfer, promotion, stipend, leave request, termination)

	First Name 
	MI
	Last Name 
	Supervisor  

	Address (Street) 


	(City)
	(State & Zip)

	WIN # or Social Security # (To be provided by Hiring Department for NEW employees ONLY):


Status Change(s)

	To be completed by Supervisor.  (Check all that apply to status change)

	(   )
	New Hire
	(   )
	Transfer
	(   )
	Full Time
	(   )
	Temporary
	(   )
	9 Month

	(   )
	Rehire
	(   )
	Promotion
	(   )
	Part-Time-Hrs/Wk:______
	(   )
	Other ________
	(   )
	10 Month

	(   )      
	Salary
	
	
	(   )
	Stipend                                             (   )        Grant
	(   )
	12 Month

	Effective Date                                                                                                          End Date (If applicable)

	Position Title or New Position Title                                                                         New Annual Salary or Hourly Rate 

	Department Name or New Department Name:
	Telephone Extension

	Campus Location (Bldg/Rm#/Fl)
	

	To be completed by Human Resources

	Position Number
	Employee Class
	Grade
	Step


Stipend or Grant Request (circle the one that applies)
	To be completed by Supervisor.  

	Total  $____________                       Effective Date______________                   Position #___________________

	Justification

  


Budget
	To be completed by Supervisor/Budget Manager.  (Complete only if different than current position established)

	Fund
	Org
	Acct
	Prog

	Fund
	Org
	Acct
	Prog


Leave Request

	To be completed by Supervisor

	(   ) FMLA
	(   ) Medical
	(   ) Sabbatical: (   ) Full Year  (   ) Half Year
	(   ) Worker’s Compensation

	Leave Begin Date:
	Leave End Date:
	(   ) Other _______________________

	To be completed by Human Resources

	(   ) Approved (   ) Unapproved
	(   ) Paid  (   ) Unpaid

(   )1/2 Pay/Full Year Sabbatical
	Continuation of Benefits (   ) Yes (   ) No


Termination

	To be completed by Supervisor.  (Attach letter of resignation and forward to HR)

	Resignation Effective Date
	Last Day Worked

	Indicate Reason for Separation

(   ) End of Contract                (   ) Position Abolished               (   ) Terminated – Eligible               (   ) Terminated – Ineligible         

(   ) Retirement                        (   ) Deceased                            (   ) Voluntary Resignation             (   ) Other ___________________


	To be completed by Human Resources

	Last Pay Date
	Health Insurance

	Vacation Pay (   ) Yes (   ) No

   No. of Hrs. to be paid: _____

   Other Pay (   ) Yes (   ) No

    $___________________
	Discontinue (   ) Yes (   ) No

	
	Effective Date

	
	COBRA Notification

	
	Finance Office


Comments: _____________________________________________________________________________________________.___

Signature of Grant Officer __________________________________
Print Name _____________________________
Date _________________

(Signature of Grant Officer required if position is Grant Supported.)

Signature Department Supervisor ______________________
Print Name ____________________
Date _______________

Signature Next Level Supervisor___________________________
Print Name________________________Date_________________

Signature Human Resources __________________________
Print Name ______________________
Date _________________
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