Fort Valley State University Staff Job Vacancy Posting Request  

	Is this a newly-created regular or limited-term position?                                                                                                                     No     Yes 

How many vacant positions do you expect to fill?                                                                                                                                 ____1_____

	If an existing position, have the duties changed enough since last filled to warrant reclassification/different title?                          No     Yes



	If this is an existing position,    

    Name of Prior Incumbent:                                                                                                    Incumbent's Last Date of Work:  

	Would you be interested in a temporary employee until the recruitment is completed?                                                                      No     Yes


	Type of Position


	· Occasional/As Needed

(20% FTE or less)
	· Temporary

(less than 6 months)
	Limited Term

(6 months -  3 yrs)
	· Regular Staff
	FTE (full-time = 1.00)


	Approved Fort Valley State University Title:


	Regents’ Code


	Pay Grade


	If temporary or limited term, 

expected end date:


	Department Name 


	Account(s) 


	Source of Funding

State 

Other, incl. Grant &

       Sponsored Projects
	Position #




	Post with the following salary wording:
	This Means:

	Minimum Hiring Rate for Grade   (e.g., "Grade 10, minimum salary $24,500")  
	Dept will hire at least at the grade minimum, and maybe more, depending on skills & experience beyond minimum

	Anticipated Hiring Range, from $    to    $
	Dept expects to hire somewhere between the $$ amounts listed (not lower than minimum nor higher than Middle of the range)

	"Salary Negotiable"     
	May be utilized for positions classified as Supervisory/Directors


DEPARTMENT IDENTIFICATION

	Candidates like to know where jobs are, so they can better evaluate whether they are interested in or suitable for a position.  One disadvantage of listing the department name is that candidates occasionally attempt to contact departments directly.  Department name WILL BE included in the posting unless you check here:                  

                                                                 DO NOT IDENTIFY DEPARTMENT IN POSTING


DUTIES

	In one or two sentences, give a broad overview/summary of why the position exists and the essential functions/responsibilities it performs for the unit.




MINIMUM QUALIFICATIONS

	Minimum qualifications are posted as published in the University's minimum hiring standard (MHS) guidelines, UNLESS you indicate here that the posted minimum qualifications should be lower than those published (higher desired qualifications should be stated as "preferred" qualifications below).   Changes from the published guidelines require review & consultation for appropriateness with the Human Resources Office.  The Human Resources Office generally does not prescreens applications for MHS.  

            Do you want Human Resources to forward ALL applicants, without screening for MHS?                     No     Yes**

**  If yes, please note that you must demonstrate that any individual you recommend for hire meets the MHS before an offer can be extended.

	Suggested Minimum Educational Level & Years of Relevant Experience, if lower than published MHS:


	Suggested typing speed: 




PREFERRED QUALIFICATIONS

	Qualifications other than minimum hiring standards are posted as preferred qualifications.  Please do not use this section to detail a job description, although you should have a more complete job description available to share with candidates when you interview.  Preferred qualifications include criteria that might make one qualified candidate more attractive than another.  They should generally be quantifiable and identifiable from review of an application form or resume. For example, a "Master’s degree in higher ed administration + 5 years in direct student services" would be an example of preferred qualifications.  But “the ability to work without supervision” isn't (can't discern from an application/resume. Nonetheless, you could certainly articulate that desired characteristic in a full job description, and interview & check references for evidence of it).   NOTE: If the position requires unusual hours, notable travel, notable physical effort, a driver's license or other credential, or has other conditions of which applicants should be aware, please specify:




HR USE ONLY

	Vacancy #


	Date Opened
	Deadline


	Repost?

Date
	Recruiter


BACKGROUND CHECKS (Answer all questions)

	(A)  Does this position have access to University facilities after hours or access to offices/facilities other                                         No     Yes

       than its own work unit or will this individual work with children or in a healthcare setting in direct contact with patients? 

 (B)  Does this position handle cash or checks?                                                                                                                                  No     Yes

 (C)  Does this position require contact with children under the age of 18?                                                                                         No     Yes                                                                                                           

 (D)  Does this position require the operation of a university vehicle or commercial driver’s license?                                                  No     Yes

Note: a criminal background investigation will be conducted on final candidate.


APPLICATION MATERIALS

	What basic application materials do you wish to receive?  Application forms are recommended for all non-exempt positions and for exempt positions.  Application forms elicit useful information that resumes often omit (like salary information & why the candidate changed jobs).  Having application forms also makes it easier to compare credentials/experience among candidates.   CHECK ONE:                                   

BOTH Application Form   +   Resume       

· EITHER an Application Form OR a Resume is acceptable

· Application Form only

· Resume only                                                  Cover Letter also desired                                                                 

Additional materials (such as transcripts or examples of work product) are generally be required for all applicants.   References are generally best if you directly contact individuals who are in a position to have evaluated the candidate's previous work performance (such as former supervisors or professional colleagues), rather than general letters provided by the applicant.  

 Do you want Human Resources to refer candidates even if all materials checked above have not been  received ?                No     Yes

	Additional Materials required of ALL Applicants before referral:

1)

2)

3)
	Additional Materials required of FINALIST Candidates before offer:

1)

2)

3)


SKILL PROFICIENCY DEMONSTRATIONS

	What skill demonstrations would you like Human Resources to administer?  Note that each evaluation takes almost 30 minutes to complete, so we recommend you limit your request to one word-processing and one spreadsheet demonstration. Only finalist candidates are generally required to take the demonstrations.  When they come to interview, also schedule them for testing, allowing enough time for all the tests you require.  The last test can be scheduled up to 4:30.  The Human Resources Office will fax the results to the attention of the Primary Contact Person listed below.  Please give us the fax number here: ____________________.  

	· Word processing (check one)

· MS Word

· WordPerfect

· Other:
	· Spreadsheet   (check one)

· Excel

· Lotus

· Other:  
	· Data entry

· Ten key

· Statistical typing

· Form letter
	· Other-specify:


APPLICATION DEADLINE

	Position vacancies are not closed automatically.  Unless you call the Human Resource Office by the closing date, the position’s status will automatically remain position (consult the current year's Affirmative Action Plan or contact the Office of Affirmative Action).  

Post this position for

· at least 10 working days, with no specified closing date

· at least 10 working days, with a specified closing date of ________________________________


ADVERTISEMENT METHOD

	Advertise in the following off campus locations:

	· Macon Telegraph

· Atlanta Journal Constitution

· Black Issues in Higher Education

· Cordele Dispatch
	· Ft. Valley Leader Tribune

· Warner Robins

· Chronicle of Higher Education

· Other____________



	 Advertise in the following on campus locations:                    

 Fort Valley State University posting open to internal applicants only 

                   Fort Valley State University posting + other no-cost media venues  

NOTE:  Positions at the Asst Director level and higher are also posted with the University System of Georgia's Applicant Clearinghouse


APPROVALS


	Primary contact person (please print) (Person to whom applications should be directed)

 
	Phone   

	Supervisor      
	

	Dean/Department Head 

                                        
	Date

	Vice President 

                                        
	Date

	Budget Official (signature asserts that funds are available)

                                                
	Date

	Vice President Business & Finance 


	Date

	President 


	Date


  






AFFIRMATIVE ACTION USE ONLY

	To AA

Date:
	Exempt
	Non-Exempt
	Approved Date:
	Not Underutilized

Underutilized- Minorities

Underutilized- Women
	AA Signature/Date:

	COMMENTS


	
	

	
	Composition of Dept/Comments: 


VAC Form 12/6/02

