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NOTIFICATION OF POSITION OPENING (NPO)
Date:      
 Type of position:  Faculty  FORMCHECKBOX 
    Administrative/Professional  FORMCHECKBOX 
    Classified  FORMCHECKBOX 
  

College       
          Dept.          
*Position Title:       
Replaces: (name)       or  *New Position    FORMCHECKBOX 
  

Have you considered solutions such as technology or reorganization that may eliminate the need to fill this position?   FORMCHECKBOX 
 Yes      FORMCHECKBOX 
  No
Rank (Faculty Only): Inst.  FORMCHECKBOX 
     Asst. Prof.  FORMCHECKBOX 

  Assoc. Prof.  FORMCHECKBOX 
       Prof.  FORMCHECKBOX 

Other:       
           Acting  FORMCHECKBOX 
    Visiting  FORMCHECKBOX 

   Sabbat. Replace.  FORMCHECKBOX 

Full Time  FORMCHECKBOX 
    Part Time  FORMCHECKBOX 
   
Non-Faculty Staff: Full Time  FORMCHECKBOX 
    Part Time  FORMCHECKBOX 
   FTE:      
Proposed Salary Range:              Acct. #      
HR Comp. Approval:          
Anticipated Length of Appointment:       
Special area(s) of assignment (teaching/research/administration):       
Internal Opening Date:      
 Closing Date:       *Positions are not required to be posted internally.   
External Opening Date:       
    Closing Date:        ** Desired Start Date:       
** Human Resources strongly recommends establishing a closing date, however, if you do wish to set the closing date as “Open Until Filled with screening to begin on ____”, you must indicate at what point you will not accept further applications below.  Also, HR must be notified immediately when the search committee has reached this point in order to address any inquiries and remove the postings from the website(s).
              FORMCHECKBOX 
 Upon commencement of interviews                  FORMCHECKBOX 
 Upon commencement of 2nd interview

              FORMCHECKBOX 
 Upon notice from Search Committee Chairperson
Screening Committee Chairperson:       
Screening Committee Members (min. of 4):       
Submitted by:            Ext:       
Date:      
APPROVALS:
Area VP/Dean  ___________________________________________________  Date 


Human Resources                                   /           _        Pres. Signature Req.  FORMCHECKBOX 
      Date    
                          
                                HR Director                 HR Generalist
Assoc. VP Fin. Affairs/Controller                                                                           Date  _________________                                                  
VP Financial Affairs/Treasurer _______________________________________ Date __________________

President _________________________________________________________Date __________________                                                                                  

Please complete the following information pertaining to this recruitment and return it with the NPO and job description to Human Resources.  For assistance in establishing application packet requirements and recruitment timelines, please contact Linda Flamenco at ext. 4357 (if calling from off campus 503.370.6210).
	Since incomplete application packets are not available for committee review, please give consideration to what will be necessary for you to determine if the applicant meets the minimum and preferred qualifications of the position.  All recruitment announcements will automatically request a Willamette employment application, except for faculty. 

Cover Letter

 FORMCHECKBOX 
   Yes

 FORMCHECKBOX 
   No

Resume

 FORMCHECKBOX 
   Yes

 FORMCHECKBOX 
   No

Degree tc “Degree “ \l 3
 FORMCHECKBOX 
  Yes       
 FORMCHECKBOX 
  No
If yes…. tc “If yes…. “ \l 4
 FORMCHECKBOX 
 Required (if required, job duties must support the degree requirement)

 FORMCHECKBOX 
 Required Degree or equivalent combination of education and experience

 FORMCHECKBOX 
 Preferred

Transcripts – only if position requires degree and/or college course work (unofficial transcripts may be submitted until hire)

 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

Supplemental Application Materials/Letter

 FORMCHECKBOX 
 Yes, attach details

 FORMCHECKBOX 
 No

Search Chair/Committee:

Committee will be responsible for placing job announcement(s) on list serves, specialized members-only publications or websites and certain publications that may require the search committee to submit the ad:      

	In order to better serve the committees and our applicants, please take some time to identify:

Recruitment Period

 FORMCHECKBOX 
 Open Until Filled w/initial screening date of   

                   
 FORMCHECKBOX 
 Two Weeks
 FORMCHECKBOX 
 Three Weeks
 FORMCHECKBOX 
 Other      
Predicted Screening Time Frame tc “Predicted Screening Time Frame “ \l 5
Week of       
 tc “ “ \l 5
Predicted Interview Time Frame tc “Predicted Interview Time Frame “ \l 5
Week of      
*Remember to notify your committee of these timelines so that they can block time off from their calendars.
Advertising

Human Resources will automatically advertise as follows on the first Sunday of each recruitment and as otherwise noted.  All positions are posted on Willamette’s website throughout the recruitment period.

Classified:

· Statesman Journal

· Careerbuilder.com (when applicable)  

Administrative/Professional:

· Statesman Journal 
· Oregonian

· Careerbuilder.com (when applicable)
· HigherEdJobs.com *
· InsideHigherEd.com *
· Latinosinhighered.com *
* Applies when recruitment is a national search.
Faculty:

· HigherEdJobs.com ("Affirmative Action" tag included)
· Latinosinhighered.com
· Chronicle of Higher Ed (dependent upon position & recruitment timelines, normally included in September "Block Ad"*)
· Specialized Discipline publications (Search Chair must provide information to HR)
*Annual Faculty "Block Ad" will also include advertising in Diverse Issues, Hispanic Outlook, and Indian Country


* Please attach a job description if this is a request for a new position opening and submit an electronic copy for review by HR.  If it is a replacement, please attach a revised job description if applicable and send to hr@willamette.edu and lflamenc@willamette.edu. We appreciate your assistance and cooperation with this request. Thank you.


