Hiring Procedures:

Academic & Student Services
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Selected candidate accepts
position. If not next candidate is
reviewed or process starts over.

!

Selected candidate is offered the
position by the appropriate office.

!

If funds are still available, selected
candidate’s packet is sent to Vice
President for Human Resource for
review and presentation to
President for approval to hire.

!

Selected candidate’s packet is
forwarded from the appropriate
Vice President to the Vice
President of Business & Finance
for budget purposes.

!

Vice President reviews all
components of candidate’s
packet.

i

Selected candidate’s packet is
forwarded through supervisory
chain to Vice President of
Academic & Student Services

i

Reference checks are completed
on selected candidate.

}

During the interview process, an
interview profile sheet must be
completed by each interviewer for

each applicant.
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Expansion or Vacancy x

approved by supervisory chain up

Vacancy announcement

to the appropriate
Vice President.

v

Vacancy announcement
approved by appropriate
Vice President and forwarded to
Vice President for Business &
Finance.

v

Dean and/or Associate Vice
President and Vice President
select search team / members.

Vice President of Business &
Finance assures funds are
available and forwards to Human
Resources.

v

Human Resources reviews and
forwards vacancy announcement
to President for approval prior to

advertising.

v

Search team / interview members
prepare behavioral interview
guestions and presentation topic

Vacancy announcements are
advertised in local, statewide, and
national publications.

v

Applications received are
screened by Human Resources.

v

Applications forwarded to
appropriate Vice President/
Associate Vice President.

v

Applications are forwarded to
appropriate team for review and
selection of interview candidates.

y

Approved candidates are invited
to interview for position.

Candidates, questions and
presentation topics are approved
4— by supervisory chain to Vice
President of Academic & Student

Services.
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http://sacs2011.faytechcc.edu/Documents/HiringProceduresFlowchart.pdf
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