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 FACULTY EMPLOYMENT REQUISITION FORM
AUTHORIZED SEARCH:
 FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO
	POSITION INFORMATION:

	JOB CODE:       
	POSITION TITLE:       

	 FORMCHECKBOX 
    Full-Time

 FORMCHECKBOX 
    Part-Time
	Replacement:   FORMCHECKBOX 
 YES     FORMCHECKBOX 
 NO  
Faculty member being replaced (Name):       

	DEPARTMENT NAME:  
PROGRAM NAME (If Applicable): 

	HIRING OFFICIAL:  
	EXT:  

	SEARCH COMMITTEE CHAIR 

(If different from Hiring Official):       
	EXT:       

	ADVERTISE SALARY AS DEPENDING ON EXPERIENCE (DOE):   FORMCHECKBOX 
 YES     FORMCHECKBOX 
 NO - SALARY:  $     

	SALARY ACCOUNT #:       
(Should be for faculty salaries only)


	CONTRACT/GRANT NAME:       



	DEPARTMENTAL AFFIRMATIVE ACTION/DIVERSITY EFFORTS:

	(Refer to instructions and on EO website: http://admin.utep.edu/Default.aspx?tabid=61022&submenuheader=3)

	1)         

	2)         

	3)         


	ADVERTISEMENT:

	(ALL POSITION ANNOUNCEMENTS ARE AUTOMATICALLY POSTED ON THE UTEP WEBSITE AT NO COST)


	
NAME OF PUBLICATION(S)
	# OF TIMES TO BE ADVERTISED

	1)         
	     

	2)         
	     

	3)         
	     


	WILL HRS BE PLACING THE ADS FOR THIS POSITION?   FORMCHECKBOX 
 NO   FORMCHECKBOX 
 YES - ACCOUNT #:       


	APPLICATION PROCEDURE: 

	(Should be consistent with position announcement)


	 FORMCHECKBOX 
 Letter of Interest
	 FORMCHECKBOX 
 Curriculum Vita
	 FORMCHECKBOX 
 Transcripts  
	 FORMCHECKBOX 
 3 Letters of Recommendation
	 FORMCHECKBOX 
 3 Current References    

	 FORMCHECKBOX 
 Other:      

	REVIEW OF APPLICATIONS 

BEGINS:       
	CLOSING 

DATE:       
	ANTICIPATED APPOINTMENT DATE: 
      

	SEND APPLICATIONS TO:

Recipient Name:       
Title:       
College:        

Department        
500 W. University Ave.

El Paso, Texas  79968

e-mail address:       
   
	 FOR EQUAL OPPORTUNITY OFFICE USE ONLY:
Requisition No.       


                                                                                            
FACULTY EMPLOYMENT REQUISITION FORM
GENERAL INSTRUCTIONS

POSITION
· Job Code & Position Title:  All titles and job code numbers are listed in the current Pay Plan.  If not listed, please contact the Human Resource Services Office at 747-5202.

· Full-Time or Part-Time:  Check applicable status
· .Replacement:  Check to confirm & Faculty member being replaced:  Provide name of Faculty member being replaced
· Department:  Name of hiring department.
· Program:  Name of program for the faculty position.
· Hiring Official & Ext:  Name of person who will have primary responsibility for reviewing applications, resumes, etc. and his/her phone extension.
· Search Committee Chair & Ext:  Name of person chairing the search committee and his/her phone extension, if different from Hiring Official.
· Advertise Salary as Depending on Experience (DOE):  Check YES if you do not wish to disclose the budgeted salary or NO if you wish to disclose the budgeted salary in the position announcement; Salary:  indicate budgeted salary for the position.

· Salary Account #:  Indicate Salary Account number that will fund this position.  Salary Account has to be for faculty salaries only.


· Contract/Grant Name:  If applicable, indicate Contract or Grant Name.  The Contract/Grant Name and Salary Account number can be obtained from the Office of Research & Sponsored Projects.

· Departmental Affirmative Action/Diversity Efforts:  Indicate the outreach efforts you plan to engage in to attract women and minorities to the applicant pool.  Some examples are:  using women/minority related advertising sources, sending position announcement directly to potential applicants; personal contact with colleagues who may refer qualified applicants, contact with comparable departments at minority serving institutions, etc.  Refer to Equal Opportunity Office website for more resources – link available on the 1st page.
ADVERTISEMENT

· Name of Publication(s):  List the publications where the position announcement is to be advertised.  

· # of Times to be Advertised:  List how many times the position announcement is to be advertised, keeping in mind frequency of publication (i.e., monthly, quarterly, bi-annual, etc.)

· Will HRS be placing the advertisements for this position?:  Check YES if HRS will assist in the placement of the advertisement(s) in the publications listed or check NO if the advertisements will be placed by someone else. 
· Account Number to be Charged for Advertisements:  If HRS will assist in the placement of the advertisement(s), indicate department account number to be billed for advertisement costs.  Usually the department M&O account can be used.  All positions are advertised in the University’s Employment Opportunities Listing and the University’s Faculty Employment Web Page (http://admin.utep.edu/Default.aspx?tabid=13399) at no cost.

APPLICATION PROCEDURE
· Information in this section must be consistent with the information submitted in position announcement.
· Please indicate the documents the applicant will be required to submit.
· Review of Applications Begins/Closing Date/Appointment Date:  Include the date the reviewing of applications will begin, the last day applications will be accepted if applicable, and the appointment date for the open position.

· Send Applications To:  This section should be consistent with the “To Apply” instructions for the applicants in the position announcement.


APPROVALS
· Upon completion of the requisition, each department will route the requisition and position announcement forward to the Dean for approval.

· The Dean will forward documents with approval to the Equal Opportunity Office at eoaa@utep.edu.
· EO Office will forward to Budget Office, Provost/VPAA Office and Human Resource Services for approval with cc’s to Dean, Department Chair, CAO, etc.

· When requisition is fully approved, HRS will notify the department when position announcement is placed on the UTEP website and external placement of ads may proceed.

If you should have any questions or require assistance please call the Equal Opportunity Office at 915.747.5662 or contact us via 
e-mail: eoaa@utep.edu.
Appendix B:  Faculty Search & Selection Handbook

      Rev. 9/2011

