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Pellissippi State

Recruitment

Package

This package contains appropriate forms to fill position vacancies.  For complete

instructions, please refer to employment procedures on the Human Resources homepage, http://www.pstcc.edu/departments/human_resources/forms.html, under Recruitment.
Pellissippi State Technical Community College

PERSONNEL REQUISITION

	
TO BE COMPLETED BY SELECTION COMMITTEE CHAIR:
Position requested:____________________________
Division: ____________________________________                                                             
Department: _________________________________                                                       
Account number: _____________________________                                                  
Position requested by: _________________________                                
Date requested:______________________________                                                    
Incumbent: _________________________________                                                  
Supervisor approval:__________________________  
	(  New position
(  Regular full-time

(  Regular part-time

(  Replacement
( Temporary full-time

    Percentage appointment ________                                  
( Resigned


(  Transferred

( Leave of absence


( Terminated

Date: ________________________                                                     

	VICE PRESIDENT’S  APPROVAL:

(Check Appropriate One)

____________________________________________Vice President, Learning                                  Date
____________________________________________
Vice President,                                               Date

Student Success & Enrollment Management  
  ____________________________________________
Vice President, College Advancement               Date


	VICE PRESIDENT’S/PRESIDENT’S APPROVAL:

(C   (Check Appropriate One)

_____________________________________________
Vice President, Information Services
               Date

_____________________________________________
 Vice President, Business & Finance                  Date
_____________________________________________
Executive Director,                                          Date

Business & Community Services



	___________________________________________________________________________________________

Affirmative Action Officer                                                                                              Date 



	

	___________________________________________________________________________________________
President                                                                                                                     Date 




Pellissippi State Technical Community College
  SELECTION COMMITTEE RESPONSIBILITIES CHECKLIST

(
1.
Supervisor obtains approval to fill position from Director/Dean and Vice President

(
2.
Committee Chair completes recruitment package

 a)
recommend selection committee, if applicable

 b)
prepare position description

 c)
complete Direct Contact Log

(
3.
Committee attends Selection Committee orientation

(
4.
Committee evaluates applications

 a)
review position description requirements

 b)
evaluate applications

 c)
determine reasons for non-selection 

(
5.
Chair directs interview process with committee

 a)
determine interview candidates

 b)
determine interview questions and interview process

 c)
conduct interviews

 d)
evaluate candidates

 e)
determine reasons for non-selection for hire

(
6.
Complete three Reference Check Forms

(
7.
Make appointment recommendation by interoffice memorandum (support staff) or prepare Strengths and Weaknesses memo (faculty/administrative staff) to appropriate Director/Dean and Vice President to include:

 a)
recommended candidate's name (or top three candidates – faculty/administrative positions)

 b)
position title

 c)
proposed effective date

 d)
assurance of proficiency in oral and written English (faculty only)

 e)
other special conditions, e.g., credit toward tenure, restricted contract, special funding sources

SELECTION COMMITTEE GUIDELINES

Definition of Selection Committee
ADVANCE \d6The Selection Committee is usually composed of three to five members whose primary purpose is to aid in the selection of new employees.  Position requirements (education and experience) are suggested by the supervisor but require Human Resources approval.  Prior to the advertisement of a position vacancy, the position description is written by the respective supervisor and reviewed by Human Resources. It is then approved by the Affirmative Action Officer.  Committee members review credentials and interview applicants to aid in determining which candidate most closely fulfills the position requirements.

Criteria for Committee Members
ADVANCE \d61.
Members should be professional and objective in judgement.  They should be able to understand the role of the position in relation to the total organization.

2.
Members should be capable and efficient in the review process as well as available to attend all interview meetings.

3.
Members should not serve on committees that create a potential conflict of interest.

4.
All committees should be representative of our diverse population.

Duties and Responsibilities of Committee Members
ADVANCE \d61.
Review the Affirmative Action goals for the employment category where the vacancy occurs.

2.
Make direct contacts (telephone conversations, meetings, correspondence, etc.) with qualified diverse individuals to encourage their application for the vacancy; complete Direct Contact Forms.

3.
Attend the Selection Committee orientation session conducted by the Human Resources.

4.
Review credentials of applicants.  Documentation of the review is required on the Applicant Evaluation Forms.

5.
Participate in all interviews and complete an Applicant Interview Rating Form for all candidates interviewed.

6.
Provide consultation and offer a variety of perspectives to assist in the final employment recommendation process.  (All final employment recommendations are made to the Vice President, subject to a final appointment decision by the President.)

Pellissippi State Technical Community College

APPOINTMENT OF SELECTION COMMITTEE

TO BE COMPLETED BY SELECTION COMMITTEE CHAIR:
The Committee Chair will appoint a diverse selection committee of three to five members to assist in the selection of all Administrative and Faculty positions. A committee for Clerical, Technical, Skilled, and Maintenance positions is optional; however, all employment procedures must be followed.

The following individuals are appointed to serve on the Selection Committee for:

            (Position title)

_______________________________________, Chair









_______________________________________









_______________________________________









_______________________________________









ADVERTISEMENT/RECRUITMENT PLAN

PUBLICATIONS




WEB SITES






(
American Association of Community Colleges (AACC) 
(
Community College Times
(
The Atlanta Constitution 
(
HigherEdJobs.com

(
Diverse Issues in Higher Education
(





(
Chattanooga News-Free Press
(



(
Chronicle of Higher Education
(



(
The Tennessean/Nashville Banner
(



(
The Maryville Daily Times
(



(
The Knoxville News-Sentinel 

(



(
The Oak Ridger
(



(
The Enlightener
(



(
The Commercial Appeal
(


POSTINGS
(
Local and Regional Sources 

(
Tennessee Board of Regents Human Resources Office 

(
All Faculty and Staff E-Mail                                                                                                                             _

(
Employment Security  











SPECIAL RECRUITING EFFORTS (list specific efforts to recruit diverse applicants)      
______________________________________________________________________________________________ 
______________________________________________________________________________________________

______________________________________________________________________________________________ 

Pellissippi State Technical Community College

POSITION DESCRIPTION
EMPLOYEE NAME:









DATE COMPLETED:





TITLE:










REPORTING SUPERVISOR:








PREPARED BY:









APPROVED BY:









WORK SCHEDULE:













JOB OBJECTIVE:

ESSENTIAL JOB FUNCTIONS:

%  A.


%  B. 


%  C.


%  D.


%  E.


%  F. 

%  H.


Note:  the College reserves the right to change or reassign job duties, or combine positions at any time.

NON-ESSENTIAL FUNCTIONS:

A.
B.

C.

JOB STANDARDS:

A.

B.

C.

CRITICAL SKILLS/EXPERTISE/EXPERIENCE:

A.

B.

C.

D.

E.

F.

G.

JOB LOCATION:

EQUIPMENT:

Pellissippi State Technical Community College


AFFIRMATIVE ACTION DIRECT CONTACT LOG

TO BE COMPLETED BY SELECTION COMMITTEE CHAIR AND/OR COMMITTEE MEMBERS:ADVANCE \d4
TBR Guideline No. P-010 requires documented evidence that direct contact has been made by the Selection Committee with qualified diverse candidates who may apply. (Use additional forms if necessary.)

Contact date: 

  Employee making contact: 

ADVANCE \d7Position vacancy: 

ADVANCE \d7Institution/organization contacted: 

ADVANCE \d7Person contacted: 
     Position of person contacted: 

ADVANCE \d7Comments 




LIST OF POTENTIAL CANDIDATES AS PROVIDED BY CONTACT
Name 



Interested   ( Yes  ( No

ADVANCE \d7Address 





ADVANCE \d7




   
Application and/or resume requested?

ADVANCE \d7Phone number 



( Yes       Date sent                 


ADVANCE \d7Current position                                                                      
( No


LIST OF POTENTIAL CANDIDATES AS PROVIDED BY CONTACT
Name 



Interested   ( Yes   ( No

ADVANCE \d7Address 





ADVANCE \d7




   
Application and/or resume requested?

ADVANCE \d7Phone number 



( Yes       Date sent                 


ADVANCE \d7Current position                                                                      
( No


LIST OF POTENTIAL CANDIDATES AS PROVIDED BY CONTACT
Name 



Interested   ( Yes   ( No

ADVANCE \d7Address 





ADVANCE \d7




   
Application and/or resume requested?

ADVANCE \d7Phone number 



( Yes       Date sent                 


ADVANCE \d7Current position                                                                      
(  No

Pellissippi State Technical Community College


AFFIRMATIVE ACTION DIRECT CONTACT LOG

TO BE COMPLETED BY SELECTION COMMITTEE CHAIR AND/OR COMMITTEE MEMBERS:ADVANCE \d4
TBR Guideline No. P-010 requires documented evidence that direct contact has been made by the Selection Committee with qualified diverse candidates who may apply. (Use additional forms if necessary.)

Contact date: 

  Employee making contact: 

ADVANCE \d7Position vacancy: 

ADVANCE \d7Institution/organization contacted: 

ADVANCE \d7Person contacted: 
     Position of person contacted: 

ADVANCE \d7Comments 




LIST OF POTENTIAL CANDIDATES AS PROVIDED BY CONTACT
Name 



Interested   ( Yes  ( No

ADVANCE \d7Address 





ADVANCE \d7




   
Application and/or resume requested?

ADVANCE \d7Phone number 



( Yes       Date sent                 


ADVANCE \d7Current position                                                                      
( No


LIST OF POTENTIAL CANDIDATES AS PROVIDED BY CONTACT
Name 



Interested   ( Yes   ( No

ADVANCE \d7Address 





ADVANCE \d7




   
Application and/or resume requested?

ADVANCE \d7Phone number 



( Yes       Date sent                 


ADVANCE \d7Current position                                                                      
( No


LIST OF POTENTIAL CANDIDATES AS PROVIDED BY CONTACT
Name 



Interested   ( Yes   ( No

ADVANCE \d7Address 





ADVANCE \d7




   
Application and/or resume requested?

ADVANCE \d7Phone number 



( Yes       Date sent                 


ADVANCE \d7Current position                                                                      
(  No

Pellissippi State Technical Community College


AFFIRMATIVE ACTION DIRECT CONTACT LOG

TO BE COMPLETED BY SELECTION COMMITTEE CHAIR AND/OR COMMITTEE MEMBERS:ADVANCE \d4
TBR Guideline No. P-010 requires documented evidence that direct contact has been made by the Selection Committee with qualified diverse candidates who may apply. (Use additional forms if necessary.)

Contact date: 

  Employee making contact: 

ADVANCE \d7Position vacancy: 

ADVANCE \d7Institution/organization contacted: 

ADVANCE \d7Person contacted: 
     Position of person contacted: 

ADVANCE \d7Comments 




LIST OF POTENTIAL CANDIDATES AS PROVIDED BY CONTACT
Name 



Interested   ( Yes  ( No

ADVANCE \d7Address 





ADVANCE \d7




   
Application and/or resume requested?

ADVANCE \d7Phone number 



( Yes       Date sent                 


ADVANCE \d7Current position                                                                      
( No


LIST OF POTENTIAL CANDIDATES AS PROVIDED BY CONTACT
Name 



Interested   ( Yes   ( No

ADVANCE \d7Address 





ADVANCE \d7




   
Application and/or resume requested?

ADVANCE \d7Phone number 



( Yes       Date sent                 


ADVANCE \d7Current position                                                                      
( No


LIST OF POTENTIAL CANDIDATES AS PROVIDED BY CONTACT
Name 



Interested   ( Yes   ( No

ADVANCE \d7Address 





ADVANCE \d7




   
Application and/or resume requested?

ADVANCE \d7Phone number 



( Yes       Date sent                 


ADVANCE \d7Current position                                                                      
(  No

SEARCH PROCEDURES

For Administrative/Professional and Faculty Positions
1. The vice president of the area and the president must approve all searches prior to advertisement.  

2. All search advisory committee members must attend orientation with the director of Human Resources.

3. The appropriate vice president will meet with all out-of-town interview candidates.

4. After committee interviews are completed, the committee chair will send a memo to the appropriate vice president listing the top three candidates top two candidates, if pool is small) and their strengths and weaknesses. A copy of the memo will be sent to the director of Human Resources along with all interview materials.

5. The appropriate vice president will review the top candidates’ credentials and notify the Human Resources staff to schedule interviews with the vice president. 

6. After interviews, the vice president will notify the committee chair on whom to complete reference checks (three reference checks will be required for the recommended candidate).

7. Once reference checks are completed, the committee chair will review the results with the vice president, and then return the completed forms to Human Resources.

8. The vice president will submit a recommendation memo to the president through the director of Human Resources, who will request a background check.

9. The Human Resources staff will compile the search file and submit it to the Affirmative Action officer.

10. The Affirmative Action officer will review the search file for compliance with appropriate policies, procedures, and laws.

11. Following certification of compliance by the Affirmative Action officer, the president will decide whether to approve the recommendation made by the vice president.  Along with approval of the candidate, the president will determine the salary to be offered to the candidate.

12. Once approved, the appropriate vice president will make the job offer to the candidate and notify the committee chair and the Human Resources office of the candidate’s decision.
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