
[image: image1.png]



This checklist is provided to help aid the faculty hiring process for each unit/department.
	Check when Completed
	What is Needed
	All faculty recruit actions (for instructional, research, and admin/prof) must be initiated vie the eWork system at http://jobs.gmu.edu/hr.  Once you have selected your finalist… 

	
	
	

	 FORMCHECKBOX 

	Prepare the Hiring Proposal Packet for the selected candidate.


	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	a.  Complete a Faculty Hiring Proposal form on the selected candidate.  

b.  Attach a copy of the candidate’s CV/resume, draft offer letter*, and Request for Information form. 

*Offer letter templates can be found at: http://www.gmu.edu/facstaff/offer-letter/intro.html
c.  Submit through appropriate dean/director for approval. 

d. Academic Units hiring submit to Kimberly Ford in the Office of the Provost, MSN-3A2.  

Non-Academic Units submit to appropriate VP and then to the Equity Office.



	 FORMCHECKBOX 

	Submit the Hiring Proposal Packet to the appropriate office.  
	 
	Once the Provost Office or appropriate VP and the Equity Office approve the proposal packet, the contact name identified will be notified by the Provost Office that the offer can be formally made to 
the candidate.  The Request for Information sheet should be part of the offer letter when sent to the candidate.

	
	If the offer is declined 
(return to eWork and mark appropriate box)
	
	Notify Kimberly Ford that the offer was declined.  Begin this process again for the next acceptable candidate.    



	 FORMCHECKBOX 

	If the offer is accepted, submit the Original Signed Offer Letter and Request for Information sheet to the Provost Office, MSN 3A2.
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	a.  Submit the offer letter with original signatures and the Request for 
     Information sheet to Kimberly Ford in the Provost Office. 
***  If changes were made after approval had been granted, please submit a revised version of the Faculty Hiring Proposal form with the signed offer letter.  Indicate revision by marking the appropriate block and state in the notes section what the changes were.  If significant changes were made, please submit the form through the appropriate dean/director for approval.
*** The Provost’s Office will release the completed hiring packet to Human Resources once all aforementioned documents are received and a copy of the approved proposal form will be returned to the hiring dept.


	 FORMCHECKBOX 

	Faculty Transcript
	A transcript showing the highest degree earned is required for all faculty.  This should be received no later than 30 days after the 1st day of employment.  The original transcript should remain in the department and a copy sent to the Provost’s Office.
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	Posting Details
	Interview Questions (Classified)
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	Faculty Hiring Proposal
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Create a user login and password for the search committee to use to review applications if they are accepted online.





Provide all information needed to recruit.  Position number is required.





This tab will direct you to the Provost Office Website for the Faculty Hiring Process Checklist and hiring documents.





List names, race and gender of search committee members.  Minimum of 3 on the committee.

















eWork Quick Guide for Hiring Managers









