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Ideally, HR would meet with the Hiring Manager (HM) to determine recruitment needs and how HR can support them.
	POSITION INFORMATION

	WD Position #
      
	Working Title

     
	Payroll Title
     

	 Position’s Supervisor (HM)
     
	Department

     
	 # of positions to be filled

     

	PLANNING FOR RECRUITMENT 

	Length of UW website posting (closing date for classified positions; open until filled/priority consideration date for professional staff positions):      
	Limited Recruitment  
 FORMCHECKBOX 
 Open  

 FORMCHECKBOX 
 UWT only  

 FORMCHECKBOX 
 UW only
	Costing Allocation for expenditures:      
	Do you plan to cover travel for out-of-area applicants?

 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  

	Sources of additional advertising desired (LinkedIn, listservs, websites, publications, individual outreach, etc.):
     

	Will a search committee be used? 

 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  
	If yes, what level of authority do they have?   FORMCHECKBOX 
 Provide feedback
 FORMCHECKBOX 
 Recommend candidates    FORMCHECKBOX 
 Rank candidates   FORMCHECKBOX 
 Identify final candidate

	List those who should have access to review resumes in UWHires:
     

	List others who should participate in interviews or provide feedback on candidates:

     
	Structure of interviews:

 FORMCHECKBOX 
 Group interview   
 FORMCHECKBOX 
 Individual meetings
 FORMCHECKBOX 
 Open sessions
	How will feedback be collected?

 FORMCHECKBOX 
 Online survey   
 FORMCHECKBOX 
 Feedback form

 FORMCHECKBOX 
 Individual conversation/email 

	Identify the desired level of support from HR (check all that apply): 

	 FORMCHECKBOX 
 Discuss sources of advertising

 FORMCHECKBOX 
 Provide briefing for search chair
 FORMCHECKBOX 
 Provide briefing for committee
	 FORMCHECKBOX 
 Serve on search committee

 FORMCHECKBOX 
 Develop/review screening tools

 FORMCHECKBOX 
 Support for phone screens
	 FORMCHECKBOX 
 Develop/review interview questions

 FORMCHECKBOX 
 Other:      

	TIMELINE

	Position closing/priority screening date:      
	Review resume by:      

	Conduct Phone Screens by:      


	Referrals received by:      
	Conducted by:      
	Conducted by:      

	Conduct Interviews by:       
	Complete Reference Checks by:      
Note: Should be completed by the Hiring Manager
	Salary Offer Date*:      
*Note: Allow for at least two weeks after salary offer for completion of background check prior to target start date.

	Feedback provided to HM by:

     
	
	

	Will the HM be on leave any time during the recruitment?  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  
	If so, when?     
Who will be the back-up contact?      
	Target Start Date:      

	IDEAL CANDIDATE

	Describe education/experience of the ideal candidate (include possible previous working titles, organizations, and affiliation groups):  

     

	Describe skills of the ideal candidate: 

     

	Of those described above, list those that are critical to this position:  

     

	Additional considerations:  
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