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ATTACHMENT D 

Faculty Job Announcement Form and Recruitment Plan 

Appalachian State University 
Office of Human Resources

Form 1  
This form is to be completed prior to advertising for a vacant or newly created Faculty position. A copy 
of this signed form must be sent to the department chair/director, dean (if applicable), and Academic 
Affairs for their approval.  Please note that the position is not to be advertised until the search 
committee chair receives her/his copy which has been signed by all the appropriate persons. Add 
additional pages as needed. 

1. Department: Position Number: 

Suggested Salary Range: 

Administrator Tenured/Tenure-Track Faculty 

Professional, without  Non-Tenure-Track Faculty 
Academic Rank 

Position Title:

EHRA Category 

(Check one) 

Initial Review Date:          Proposed Date of Hire: 

2. Recruitment Plan
a. Publications/Electronic Media List (List serves etc.)
Keep copies of all advertisements, or proof of payment, used in the search and attach to the final
compliance report (Form 3) at the end of the search.

Names of Publications/List serves: 
The university automatically posts Faculty job announcements in the following three (3) online 
locations:  Appalachian HRS, The Chronicle of Higher Education, HigherEd Jobs, and Local Job 
Network. 

List all other publications/list serves utilized: 

Formal print ads for faculty positions that appear in a publication are no longer required when 
seeking labor certification applications for university professors. However, if the search 
committee would like a print advertisement placed in a publication, they would work directly 
with the publisher. Any shortened version of the approved ad (attachment C) must have a 
reference back to the full advertisement located on The Office of Human Resources site. For 
example at the end of the ad, include the following language, “For a complete job description 
and application procedures see, https://hr.appstate.edu/employment/faculty-vacancies". 
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b. Indicate organizations or associations within a discipline or special contacts to whom
recruitment letters will be sent.

   Person/Organization: 

c. Conference recruitment will occur at:
Conference   Location Date(s)   University Representative 

d. Attach an outline of all efforts that will be made to locate and recruit underrepresented
populations.

______________________________________________________________________________ 

3. Search Committee Chair:

Chair:
            Name 

4. Please attach completed Attachment C (required). 
_____________________________________________________________________________________

I CERTIFY THAT THE ABOVE INFORMATION IS ACCURATE. 

Search Committee Chair   Date 

Approved by: 

Date 

Date 

Date 

1. Dept. Chair/Director

2. Dean (if applicable)

3. Academic Affairs

4. Vice Chancellor or
Designee

Appalachian State University 
A member institution of The University of North Carolina 

An Affirmative Action/Equal Opportunity Employer 

Date 


	Appalachian State University (the “university”) is an affirmative action and equal employment opportunity employer. The university does not discriminate in access to its educational programs and activities, or with respect to hiring or the terms and c...
	Proper documentation of identity and employability will be required before the hiring process can be finalized.
	For assistance with preparing faculty job announcements, please refer to the memorandum and template from the Provost and Executive Vice Chancellor. See Attachment C.
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	When a search recommends the hiring of an international candidate who is not a citizen or permanent resident, the chair of the search committee must complete additional paperwork and submit a report to the Office of International Education and Develop...
	The search committee file must be retained for three (3) years after the search has ended. After a search has been concluded, the chair of the search committee must gather all materials related to the search and forward the materials to University Arc...
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	Checking References
	Chair of the search committee must obtain permission from each candidate to contact indicated references, non-indicated references, and direct supervisors, if applicable; obtain written permission to share applicant files with department faculty and o...
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	Documenting the Search
	2
	ATTACHMENT C

	Appalachian State University is a member institution of the sixteen-campus University of North Carolina. Located in Boone, North Carolina, the university has approximately 19,000 students, primarily in bachelors and masters programs in both liberal ar...
	Appalachian State University is an Affirmative Action/Equal Opportunity Employer. The University does not discriminate in access to its educational programs and activities, or with respect to hiring or the terms and conditions of employment, on the ba...
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	5. Total number of applications received   6. Number excluded from further consideration
	8. List all candidates still under consideration.
	9. By signing, we certify that the information provided above and on the Applicant Flow Form is accurate. Furthermore, we understand that no candidates may be interviewed until this form is approved by the director of compliance.
	Approved form will be returned to the search committee chair by HR. 09/2018
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	*Attach copies of all advertisements used in the search. If the candidate is a foreign national, please contact the Director of Student and Scholar Services in OIED
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