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Questions about best practices?
General Counsel to the Rescue

Search Commitiee Fundamentals for Faculty

Members

Wz
UNC CHARLOTTE
Introduction
Why is hiring process so complicated?
» Subject to state and federal laws
» Subject to audits
» Accreditation
» Decentralized Hiring Process
h
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Creating a New Position

Faculty positions are allocated by Provost
— From enrollment increase or CBTI

— When position allocated to Dean— it is given a
specific position number and $ amount

Once a position is allocated the position will
be created in NinerTalent by Academic
Affairs
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Faculty Hiring Checklist
7

i
UNC CHARLOTTE
Academic Affairs
9201 University City Bivd, Charlotta, NC 252230001
v 704 687.5777 www, provost nce edu

Employment of Full-Time Faculty Checklist

Pr tion for the R T

Review the UNC Ghar!o!te demic P | Proced! Handbook. Hiririg Authority (Dean,
hittp:iprovest unce edul/academic-budget- ihook Chair, Director, etc)
Recrui Process
1. Authorize recrultment Pravost ! Dean
Review, update and approve faculty position description In MinerTalent, Initiater 1
2. This process could also happen after the Search Committee has been Drepartment Chair
appointad and consulted. Approver | Dean
3 Depanmenl Chair
*  Appoint and charge Search and Screening Committee  arDean
Give “Instructions from Chair to the Search Commities” D
i hip fiprovost unce edwacadamic-tudget-pe page-4 flindni Chels
Create a of GBS@I'\'aDIG ! and the source of
5 ion for each ar the ive Criteria template, Saaseh Commities

If using the avaluative critaria in N|I'|9I'Ta|9'|'|t
Begin a Paosting in NinerTalent. Create a Guest account, if needed. Add
searcn committee members. If nsadad Up|08(| the ready-to-mall
checklist of ob 3 characteristics or Initiator /
Evaluative Criteria template. If using ll‘\e criteria an the o Chair

?!l
éi'.

UNC C

IAR

OTTE

9/21/2015



9/21/2015

Recruitment

N/
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Faculty Hiring & NinerTalent
Website: jobs.uncc.edu/hr

* Three step process
e Position Description Updated / Modified
* Posting

e Hiring Proposal

N/
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Preparing for Recruitment

 Receive authorization to recruit from Dean

» Department Chair appoints and charges
search committee

* Review, update and approve the position
description in NinerTalent.

» Position Description is approved in
NinerTalent by:

» Department Chair (if not Initiator)
* Dean

» Academic Affairs
&

NI
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Position Management

Position
Descriptions

Faculty — Active

Position Descriptions

» Faculty -- View position library

» Faculty Position Requests — View all
position description actions (in process)

4
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Position Management

Position Hequests | —

Editing Position Request
Position Details
@ Supenvisor of Posibon

] Source

& Fun

ADA Compliance Form

& Supplemental Documenta

B HR Use Only

Position Request Summary

Position Description
Navigation Menu

I Faculty Now Dosiion |

Asuitant Mrolessor | Eail

Position Details

¥ Check speling

Departrental Informabon

Enter the Departmental information for this posihon,

Division Please salect

Dopartmaont Plesse select

Biriafly doscribe the
primary purpase
{mission) of your unit or
department

Posshion Inforrmaton

Click Next to
move to next tab

Enter details
in fields

Wz
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Position Management

Position Requests | — | Faculty New Posithon | Hew Position definitioa | Summary

= | Faculty New Position: Assistant Professor (Faculty)

Edit
Current Status: Initiator

Posstion Type: Faculty
Woek Unit: COED Middle,
Secondary, & K17 Education

Summary Heslary Suttngs

@ Position Details  Edit

Depantmental Information

Enter the Departriental mlormiaton for s postion,

Division
Depanment

Waork Unit

Created by Dawn Tench
Owmer: Inftlator

Search Results: Previous | Next

Toke Action On Position Request v

WORIFLOW ACTIONS

(egp working on this Position

Approves [mov Lo Approvr)

Transition to the

next step in the
workflow

COED Middle, Secondary, & ¥-12 Education

Workflow options will vary based on user grou *
p y group ‘\-\\ ’7’,

UNC CHARLOTTE
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Position Management

List of Approvers =] |
N\ Approver (move to Approver) Academic Affairs Review & Ap

(move to Academic Affairs Re: Com ments are

Norm Niner - Approve) ..

Comments (optional) part of the official
Comments (optional) .
Please review and approve personnel flle
this position description.

We need to post this| as

quickly as possible.
| Add to !
. =] Add this position request to your watch
WatCh |ISt et I;,,Add this position request to your watch

Submit Cancel Submit

Click Submit
to move in
workflow

e Standard routing options are directed to the user group

» Routing to Approvers is directed to an individual, which allows
for more than one approver.

* Please remember, once submitted Comments can’t be -\”-
-\I/4

deleted.
UNC CHARLOTTE

Position Management

» Position Description is routed through all
the proper channels and approved by
Academic Affairs.

e Then move on to the 2" step in the
process

N/
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Begin Recruitment

Begin a posting in NinerTalent (jobs.uncc.edu/hr)
— Applicant Tracking Module

— Choose the recently modified and approved
faculty position description. The information in
the position description carries over from the
position description to the posting. No need for
duplicate data entry!

Department Chair (if not Initiator) / Dean approve the
posting

4
é;'.
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Begin Recruitment

» Posting is routed through the ADVANCE
Faculty Affairs and Diversity Office for their
review of the diversity information

« Human Resources will enter the Labor
Market Availability Data

* Academic Affairs posts the position to the UNC
Charlotte jobs website (jobs.uncc.edu)

4
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Begin Recruitment

» Department places external advertisements (One

resource is Graystone Advertising
www.graystoneadv.com for cost efficient advertising)

» For external advertisements, use wording: Applicants
must apply electronically at https://jobs.uncc.edu and
attach vita (etc.) - Alink to department website can be
included to provide additional information.

* Ad must include the AA/EOE statement and the criminal
background check statement

Suggested Wording — As an EOE/AA employer and an
ADVANCE Institution that strives to create an academic
climate in which the dignity of all individuals is respected and
maintained, the University of North Carolina at Charlotte
encourages applications from all underrepresented groups.
All finalists are subject to criminal background checks. _e
Wz

UNC CHARLOTTE

NinerTalent Posting Workflow

» Create new posting

Initiator in NinerTalent

* Review and
Approver approve posting

* Review & approve

. posting for
Officer compliance

Equity

Academic Review, approve &
post posting on

Affairs UNCC jog website

Wz
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Applicant Tracking

Postings Hiring Proposal

Common actions:
* Creating a Posting
e Hiring Proposal

* Viewing Postings and Active Applicants
h

Wz

UNC CHARLOTTE

Applicant Tracking

Create a new posting

Postings | Faculty
Faculty Postings u:.-m [

Once position description has been approved the
Initiator can create a new posting.

N/

UNC CHARLOTTE

9/21/2015
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Applicant Tracking

(
1 Not used for
) ]

faculty postings
To duplicate What would you like M\v posting?
another pOSting Create from Position Type

Includes only the information that applies across the entire Position Type. A
new Posting from a Position Type is almost completely blank

\Create from Posting

MOSt Common: to]\ Uses an existing posting as a template and automatically copies in most

i i
create the posting informaion

from a p0$|t|0n >Create from Position Description
descrlption f Copies in most of the information from a position description

Initiator chooses what will be used to begin the posting.
&
NE

UNC CHARLOTTE

Applicant Tracking

Posnags | Saculty | Ciam from Posnen Deacrption

]
Text search box

Faculty Position Descriptions

Facuty Posson Descrpions. O

Click Actions -> Create From

© Saved Search "Faculty Postion Deseriptions™ o
2 3 4 Mot —

Pt Waorkisg Taw Departmet
CHIE Puskc Hustn Sciance
CHiE School f Narsing
CLAS Associh Dean
CLAS Chassty

S04 A1 A sy
CHHS Schaol f Narsing
COMD Darts Stk

FRETEEEE]

CHHS Sohaol of arsing

Locate the PD ybu want to use for the posting _«
Wz

UNC CHARLOTTE
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Applicant Tracking

Mew Posting

il

Working Title

Organizational Unit

Division *

College/Departmant

Work Unit

Online Applications

4 Accept online applications?

Special offline application instructions

Assiztant Frofessor

Creale New Posting

Click here to
create posting

Cancel

Academic Affairs (Dnasian)

Callege of Education (Dept) -

COED Counseling

Settings Page sets up the work unit the position is

associated with.

N/

UNC CHARLOTTE

Applicant Tracking

Pastings | Facuity | Assistani Professar (Draft) | Slit General informaticn

General Information

¥ Check spaling
Pasting Inform

tion

@ Applicant [

Working Thie

Division

Posting Navigation i

Menu

Work Location

Vacancy Open 1o

Pasition Dosignatian

Editing Posting General Information

The information that is pre-populated below is information that was entered inéo 1
postion number chosen. Please be aware that any information changed n the

Click Next to
move to next tab

© Search Committes Members dncnplr__h Flease enter the details requested below. If you have guesbons aboul
@ Guesl User e
Advertsing Plan
@ Labor Markel Avenlabil Sl
Position Numbar 4899

Assistant Professor 3182015
Acadomic Aftairs

Collogs of Education

Colage of Educasan Buildng
[ Please setect =] i setd is requirec

Faculty

Enter details
in fields

N/

UNC CHARLOTTE
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Applicant Documents

Applicant Documents Saw | [ << Prev

Pleasze choose the documents that you would ke for the Applicant to upload during the appbeation process
Documents marked as “Required” will force the applicant to upload before their appication is complete. Applicants do
not have to upload documents marked as “Optional” during the application process. Dotuments marked a5 “Not Used”
will not appear as documentation an apphcant can upload in the posting

Order  Name Mot Used Optional Required
1 Cover Letter / Letier of Interest o
] Cumculum Vitae a

3 Statemant of Research .
Teaching & i

4 Unofficial Transcripts .

» Can choose whether the applicant documents have to

be uploaded, optional or not used. R
» Can re-sort the list of documents \/F
UNC CHARLOTTE

Applicant Documents

« Cover Letter/ Letter of * Military Service Record
Interest (DD-214)
*  Curriculum Vitae « Abridged Portfolio

e Resume / Curriculum Vitae

e Writing Sample

e Statement of Research,
Teaching & Leadership

e Teaching Philosophy
» Diversity Statement
Online Portfolio

«  Unofficial Transcripts * Evidence of Teaching
e Contact Information for Effectiveness
References e Other Document
« Research Interest e Other Document 2
Statement « Other Document - URL
Wz

UNC CHARLOTTE
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Search Committee Members

Search Committee Members save | [eerrev | [EEERE

There are bwa ways for Search Committee members 1o view appheations. One is hrough a Guest User aceoun,
described on the previous Lab and the other is via a Search Committee Mermber, described below. Guest User
accounts will have one log-in for a specific posting, Search Committee Members will use their UNC Charlotte log-in
entials. Search Committee members can log in and view the with their awn UNG Ghariatte credentials, f
they are UNG Chistatte emgloyies with 2 UNG Charlotte email sddress In order for the search committiss members b
wiew the pasting with their awn credentials they must be added as a Search Committes member on this page. Enter
the search critena below and click "Search’ to find the committee member. Click “Add Member' to assign the search
commtiee member

Search Committee Members

Search committee chair?

Mo Search Commitles Members have been assigned 1o this Posting yel Al'e they the sea rch

Find a User to assign as a Search Committes Member.

Hama Emall Address Add Member

Make Member The Commuttee Chan

Jessica Miller Jehampergunce sdu

Search for

search
) Frst Name Add the person as a search
committee | .. i committee member
members Emai Address

Search

&
Used for on campus search committee members \/F

UNC CHARLOTTE

Guest User

Postings | Faculty ! Assistant Professor 3/18/2015 (Draft) / Edit: Guest User

Editing Posting Guest User [Save | [<Prev

© General Information
There are two ways for Search Committee members to view applications. One is through a Guest User account

@ Posting Information described below and the other is via a Search Committee Member, described on the next tab. Guest User accounts will

@ Applicant Documents have one log-in for a specific posting. Search Committee Members will use their UNC Charlotte log-in credentials.

@ Search Committee Members Guest users will be able to view information pertaining to this posting by using the credentials below. This includes
applicants, applicant documents and references. If you would like to change the password, delete the default password

Guest User that was created, enter the new password and click Update Password'. You have the option to send the Guest User

login and password credentials directly to other guest users by entering their email address in the “Email Addresses”

Advertising Plan box below.

Labor Market Availabil
d When entering email addresses of Guest User Recipients, you must click the 'Update Guest User Recipient List' box to

Summary save the email addresses to the list before clicking ‘Save' or clicking ‘Next'

. Want to give guests access to view this posting?
Click to create a giveg posting

Guest User Create Guest User Account |
Account [me | [rr”

Used for off campus search committee members .

NI

UNC CHARLOTTE

9/21/2015
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Guest User

Pentingn | Taully | Ansistant Prefosnsr YIAI01S Drall) | Fllt Guwel Dunr

Editing Posting Guest User ey - |

There are two warys for Search Committes members to view applicatons. One i throwgh a Guest User account
15 v & Search Commities Member, described on the nest tah. Guest User accounts wil
mittes Members wil use thewr UNG Charlotte log-in credentials

f Guest User Recipients, you must chok the ‘Update Guest User Recipient List' bax to
<1 belore chicking ‘Save’ of chcking ‘Next

Guast User Cradentials

Guest users may view this posting by using these credentials

Change Guest Fasonard —
User password :
Email Addresses of Guest User Recipients

Email addrasses jone per line)
[ T re———.

Send Guest User
information to
recipients

N4
UNC CHARLOTTE

Search Committee Member vs.
Guest User Account

Two types of “guest” accounts in NinerTalent

—Search Committee Member — Can log in with
UNCC NinerNet credentials

—Guest User Account — System generated login
credentials

If someone needs Search Committee Member
access, contact Jessica Miller (jcharper@uncc.edu,
X75771)

4
S‘o
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Labor Market Availability Data
* The Equity Officer will

Pastegs | (P Sault | i

Labor Market Avallability

Adrican American:

@
= Chock spoling
@
o Latir Wikt Acadabatty
- Computizg & lafommatics
Disclpling o Spacialie. 0
o
o
Fomabe:
© Searcn Comimstien Members
Latior Market Avadabality Minceiry Tousl nas

enter the Labor Market
information

*  You will compare the
Labor Market
information with the
demographics of the
applicant pool.

4
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Applicant Tracking

Posimgs | Faculty | Anumtan Profevsar 31AGUTS frafl] © Sammary

Cument Statun: Oraft

Poston Type: Faculty Coasted by Jussica Miller
Wiork Lint COED Counseling Chaner Jussica Miller
Summary

K o e Subamin b pogap bou

betore: movieg ta the reat steq in the workfiow

© Goneral Information  Esin

Genersl information

Position Humber iy
Woiking Tie it
Diviskon Azadarrs Al

Posting: Assistant Professor 3182015 (Faculty)

Flease review the detals of the posting carefully belore conti

action, select the approgriate Warkfiow Action by
1 the posting and alsa 504 thes pasting bo your Waseh List in the popup bow that appears. When you are ready o submit your

e Edit bk roeet 10 the Section Mame in the Susmary Section. This wil take you directly o ihe Pesting Page
o Ed Qe i2o with an exclarmation pont, you wil ieed b review this secton and make Necessary toecons

Transition to next
step in the workflow

havesing over the crange “Take Acton on this Posting” button. You may add 2

g

Workflow options will vary based on user group «

Wz

UNC CHARLOTTE
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Applicant Tracking

[ List of Approvers

fr—t

0|

\¢rover (meove to Approver)
jorm Niner -

Comments (optional)

Add to
Watch ||St Add this posting to your watch list?

Submit Cancel

Equity Officer Review (m
Officer Review)

Comments (optional)
Please review this postw‘ng{

[T] Add this posting to your watch list

Comments are
part of the official

3

personnel file

Submit G

al

Click Submit to
move through

workflow

e Standard routing options are directed to the user group
e Routing to Approvers is directed to an individual, which

allows for more than one approver.

e Remember, once it is submitted the comments can’t be

deleted

UNC

m
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Academic Affairs
REVIEWING APPLICANT POOL

HOW TO REVIEW APPLICANTS

9/21/2015
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Viewing Applicants

Home Postings Hiring Proposals I My Profie  Help.

Postmgs | EPA Sl

EPA Staff Postings

EFA Staft Posting Search [:]

@ Savod Sparch "EPA Staff Posting Search™

Wikl hete Postion (Actioms)
o] suate Applicatons b umbes
N O 7
C an Paited (] Business Afars VG 1234 Drecton - 40wt Card Ohce “' ——
b —
i Fited 1 Moman Resorces 0 120458 Assistard Dievetor e
# pproer ° Fnwoa Sevices AT 9998 Cosranalor
. Filed 2 ClassdestenCamgantsbin 80721 Axscciabe Daneclor

Jusuics Miller. you N3 O mersages  inaator -c

(" Closs wow posing

[ Click Actions -> View Appllcants

-:\\’n,v

UNC CHARLOTTE

Viewing Applicants

Posting: Director - Student Life (EPA Staff) ro
Current Status: Posted
Pegton Typs EPA Stall Crasted by Jussica Milloe
Werk Unt Housing and Residence Cwmar Approwe
Life
Hestory Seting Applicants
Dpan Saved Sanch » Search
EPA Appicants o
@ Saved Search: "EPA Applicants” (1 /1 nd) @
Full Rame: Workfiow Siate (internal)
Under Review by Hining Degarmant
Under Rindew by Hinng Dagartmant
Under Review by Hinng Degartmant
Under Review by Hiing Department
Unded Risdéw by Hinng Deganmant

Take Actien On Posting v

[ Click Actions -> View Application I
Appiec aton Dase

Dty O, 2015 3 O7.57 M
oty 07, 2005 91 0750 AM
Dy OT, 2045 a1 07.59 M
July 07 2015 31 0802 AM
Dy OF, 2095 3 0803 M4

/4

UNC CHARLOTTE

9/21/2015
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Applicants EPA / Faculty Profile

Persoral Information

Job aj ion: Shelley Tremain (Faculty)
v bry Mty Dbpameant .
sty | EP St Ve A
Conated by
(ranar Initiator

© Personal Information  Eon

4

Wz

UNC CHARLOTTE

Viewing a Combined Document

Required Documents
No required documents added.
Optional Documents

Document Type
& Resume

Cover Letter / Letter of Interest

Recommendation Documents

No recommendations submitted.

PDF Documents

Document Type
Application
Combined Document

Name Conversion Status
Resume 06-04-15 12:49:57 (138 KB) PDF complete
Actions

\-

Combined Document will include the application

and all documents the applicant uploaded. .\-\\”/-’,

UNC CHARLOTTE

9/21/2015
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Changing An Applicant Status

Pogtngs | _ | Director- I Apph Mo Talant Under " S4arCh Resuls: Next

- fion: Niner Talent (EPAStay | 172NSItioN t0 next
s by e Opaten step in the

workflow

Fuill narme. Miner Talent Created by Hiner Talent
Zsmran Owmar Initiatar

123 Main 5.

Charone, NC 12345

United States of Amorica

Usemame: Test!
Emsl. ninenolem@ 23.net
Phone {Primary) 123.456.7890

Refer to the User Guides for more information

about when to use what status o
N\IZ4

UNC CHARLOTTE

N

UNC CHARLOTTE

Academic Affairs
REVIEWING MULTIPLE APPLICANTS

HOW TO REVIEW MULTIPLE APPLICANTS

9/21/2015
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Viewing Multiple Applications at Once

EPA Applicants. . ‘ Click ‘
Select all :
© Saved Search “EPY Actions
applicants -
7)  rumbame S . Applcation Dato
Under Review by Hiting Department July 07, 2015 4L 0757 AN
Lindmr Review by Hinng Depantmaent Jay 07, 20115 3t 0758 AM
Undar Rmdew by Hiring Depanment July 07, 2015 3t 07559 Al
Under Reaew by Hiting Depantment July OF, 2015 3t 08.02 AN

nder Keew by Hinng Deparment oty 07, 2018 QL 003 AN -
l )| ’

Select the document type(s) to use.

7‘5 Application and All Documents

Oinly The D it Th . .
O SRS Click Submit to create a

PDF of multiple
applications

*
; Y -
N/

UNC CHARLOTTE

Select the
| Application Data
) Resume

documents to
. 1"l Cover Letter / Letter of Interast
include 0 Unoffcil Transcripts

) Reference Letter

Moving Applicants Status in Bulk

Check applicants whose
status you wish to Click Actions ->
’ change Move in Workflow e
usion |

Full Hame Workiiow Stta (insernal} Apglicatea Date
Under Reiew by Hiting Depanment July O7. 205 0757 Al
Under Rievtew by Hising Department July 07, 2015 a1 0T 59 AM
Unger Rewiew by Hiting Depanment July OF, 208 2107 $0 KM
Unider Revtaw oy Hieing Dapanmant July 07, 2015 81 0002 Al
Urder Restew oy Hiing Depaimant July 07, 2015 &1 0803 AU
Linder Revaw by Hiting Depanment July 07, 075 3 0803 A4

» Only click on applicants that you would like
to move to the same status

* Then click the Actions button at the top
and select “Move in Workflow.” N/

UNC CHARLOTTE

9/21/2015
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Moving Applicants Status in Bulk

-\- Editing: Workflow States for 2 Applicants i
- [ Choose the Applicant Status l

L

Changs tor all apphicants  Suleel s wokloy sk

Applicant Currant State Hew State Rwasen
Kaly Goodinen Furlles Conmsiderzlion Sedret 2 workflow statr:
Randy Wadc Further Consideration Seleet a workflow state..

Click Save Changes when
complete

Applicants have to be in the same status to move
in bulk N/

UNC CHARLOTTE

Applicant Statuses

» Applicant statuses should be changed as
you move through the process.

 All applicants MUST be reviewed

Email Sent?

Pre- Interview Status Options | When to use
iii?urth‘ewv@mwm@inﬂwwwmmwWW 7

Not Best Qualified
(Emails Applicant Now)

S
 Qualified, Not Selected

Applicant who does NOT meet the
minimum qualifications

Under Review by Hiring
Department

9/21/2015
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Applicant Statuses

Interview/Hiring Stage When to use Email Sent?
Status Options

| Declined Interview _ | Applicant appr
| declined

Interviewed, Not Selected Applicant interviewed but not hired _

| Offer Declined | Applicant inter

ered position | |
| but declined

Dean

Applicant Tracking Best Practices

* Change the applicants’ statuses as you go
through the process.

» If someone does not meet the minimum
gualifications, change their status to “Not
Best Qualified”.

* [tis important to make sure you update the
statuses to reflect what happened during the
hiring process. The statuses are considered
part of the record of the recruitment process.

4
NI
UNC CHARLOTTE

9/21/2015

23



\ 4
N\l
UNC CHARLOTTE

Academic Affairs

HOW TO REVIEW EEO REPORT

COMPARING DEPARTMENTAL EEO REPORT TO THE LABOR
MARKET AVAILABILITY DATA

Departmental EEO Report

EP Statf | Diswctor . Stadest Lite (Posted) | Reports

Postingn |

= Posting: Director - Student Life (EPA Staff)
J Current Stotus: Posted
Position Type. EPA Stalf Created by Jessica Mill

Wk Unit- Housing and Residenco Owmor Appraver Click the Reports tab

Life

Ie I

Click Actions
-> View
Report

Homa e
Messag
Tive Status Message
Conpleted Compladed 1 061182015 1252 P

Click Reports tab, Click Departmental EEO Report .
Click Actions -> View Report ‘\‘\V/','
UNC CHARLOTTE

9/21/2015
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Labor Market Data

Report Generated: Wodnesday July 08 2015 11 55 14 AM

Job Title Direcior - Student Lile

All Applicants
American Black Or

Gender w' Indian Or Asian African
Alaskan Native

Fomalo 0 1 1 ]

Male 0 o 0 1

L

Pe—— : 9 i

Total 0O 1 1 1

Hative Hawallan

HispaniciLatino Or Other Pacific  White More
Islander Races

[} 1
1 0
0 o
1 1

‘ EEO Report —
Applicant data i

Compare the
Applicant Pool
data to the Labor
Market data

Tab

Labor Market
Availability Data

Two Or  Two Or Mot
More Total
Races  Discloaed
[} o o 0 3
] ] U] 0 2
Labor Market Availability
Labor Market Availability
Discipling or Speciality: Masters: Public Adminstration
Female: =
Minaority Total 2354
African American: 7
Hispanic: .37
Asian: 8%
American Indian: aars
MNative Hawaiian/Other Pacific WA
Islander:
Two or More: A

Example of EEO Data Comparison

Number of Applicant Pool Labor Market Data

Applicants Percentage Percentages
Total Number
Applicants 25 nfa n/a
Female Total 10 40.00% 35.00%
Male Total 10 40.00% n/a
Gender Not Disclosed 5 20.00% nfa
'White Total 10| 40.00% nfa
Race/Ethnicity Not ’/
Disclosed 2 8.00% n/a <1
Minority Total 13 52.00% 30.00%
African American Total 5 20.00% 15.00%
Hispanic/Latino Total 8.00% 5.00%
Asian Total 2| 8.00% 8.00%
American Indian or
Alaska Native Total 0 0.00% 0.25%
Native Hawaiian or
Other Pacific Islander
Total 0| 0.00% 0.25%
Two or More Races
Total 4 16.00% 1.50%

Compare the
Applicant Pool
to Labor Market
data

If you need assistance, contact EPARecruitment@uncc.edu or the
Equity Specialist (7-0661).

N/

UNC CHARLOTTE

9/21/2015
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N/

UNC CHARLOTTE

Academic Affairs

RECOMMENDED FOR INTERVIEW,
NOW WHAT?

TIME FOR THE EQUITY OFFICER REVIEW

Preparing for Interviews

» Top candidates have been identified and the
Initiator has changed their applicant status to
“Recommend for Interview”

* Department Chair (if not the Initiator) reviews
candidates and forwards the posting to the
next Approver.

» If a top candidate is a non-resident, contact
the Director of International Student/Scholar
Office (ext. 7-7746)

N/

UNC CHARLOTTE
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Preparing for Interviews

» The Dean, serving as the final Approver, will
review the applicants in the status of
“Recommend for Interview.” At this point, if the
Dean agrees with the applicant statuses, the
Dean change the applicant statuses to “Approved
for Interview” and will transition the posting to the
Equity Officer.

» Equity Officer will close the posting and review
applicants to make sure they meet the minimum
gualifications stated in the job posting transition

the posting to the Initiator.
&

NI

UNC CHARLOTTE

Interviews

At this point the department conducts the
interviews and the Search Committee
selects finalist

* During interview if an applicant will be
reimbursed they should complete the
Vendor Information Form

http://finance.uncc.edu/resources/forms)

4
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UNC CHARLOTTE

Academic Affairs

HIRING PROPOSAL

Appointment

* Once finalist is selected, department
emails faculty-recruit@uncc.edu for
Academic Affairs to initiate the criminal
background check.

* Criminal Background Checks should be
processed pre-employment.

» Begin the Hiring Proposal in NinerTalent
for the candidate recommended for hire.

N/
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Faculty Hiring Proposal

eCreates Hiring Proposal
*Review and Approve
Approver Hiring Proposal
Lo V[IAOIH[eEI  «Review finalist(s) for
Review compliance
Budget *Reviews funding
Approval information
Academic * Reviews and Approves
Affai Hiring Proposal. HR
&l enters job into Banner.
h

Wz

UNC CHARLOTTE

Hiring Proposal

Home EQiOTEY  Applicants  Hinng Proposats | My Pofle Heip

Jassien Uilar. yeis hwve [ massages  Humas Fesourcss @ legon

Pontings | . | CWecior - Stwdent Ute (Foaled) | Appicast Revew | Jane Dos flecommmesd fo e Samieh Howsdts: Freaoun | st

= Job application: Jane Doe (EPA Staff)
| Curont Status: Recommend for Hire
Application form: Facuty | EPA Staff

Start
Hiring
Proposal

Full raems: June Doe Created by. Jame Do
Address Cwenar Initiator

173 5. Main St

Anyvebarn , GA 12345 ™ Roactvete
Uniod States of America

Once the applicant status has been changed
to “Recommend for Hire” start the Hiring
Proposal. N

UNC CHARLOTTE
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Hiring Proposal

Home  Fostings  Applicants  Hiring Proposals | MY Prafie Help

Jaanica Milar, you hve 0 medsages  Heman RRscurces - & lopeut
Psings | _ | Agleant ewmw | devs Dus (Wecommmst for Hem) | Sl I8y Props
Selected Position Deseription
» Dwrecior - Student Lite
Position Descriptions
ER—— Tlege TCempieg ¥ oo Tone 7%, TR A Amont
Informanes 0608 PU
June 22 20158k Actons
Aetn I Engingsr 000037
Callags of Engineering 3 s
June 2 FONS A Actionse
Adive Legal Atairs. 000030 P

Ditscine CAC . - ; June 22, 20150 Actionsw
D ecior CAC CIICk SeIeCt University Coliege 000039 et
“ P , Jung 222059t Adionsw
Posltlon Assessment and Actredtabon 000040 2505 PU
Director GEP 15t Year . . ” o 000041 June 22, 2015at  adionsy
Description W D ososPU
2 3 4 5 6 7T 8 9 . 18 19 Next —

Belect Postion Descnpton

» Make sure correct Position Description is selected.

» Click “Select Position Description” NI/ 4
UNC CHARLOTTE

Hiring Proposal

130 1o LN Chonotie
Home  Postings  Hiring Proposals | My Pl el ek Bt
Jessica MBer, pou have 0 messages.  Intiator - & lopout

Punsson Anguesss | - { Hiring Progonal | Directon - Saadent (8e | Fde

Editing Hiring Proposal Hiring Proposal

Hiring Proposal
~ ¥ Check speiling
Salary Worksheat

& Telephone Refarence Check Uplsad the Caiminal Background Congsnt Form into the Hring Propesal

After details are

@ Huing Proposal Documents TR S

& Corik Candilate information entered click

Hng Proposal Summary Hiring Proposal "NeXt"
Humnber

First Hama dane
Middie Name. esit

Last Hame Dot

UNC Charlome i # {if
applicalia)

 Fill in details and click “Next”

N/
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Hiring Proposal

Home  Postings  Hiring Proposals [ My Frofie  He
Jausicn Milar 20 e 0 magnases

A Elall | — | Jann Dow (Mecemsmmnd for rw] | Mirisg Propasal | Sammary

Hiring Proposal: Jane Doe (EPA Staff) ta

Innstze

| Emmiopee poctal
. lgou

Comrch fnmslts. Brwrisun

Current Status: Draft

Fostion Type: LA Stabl
Wosks Uné Howsing and Hesidonee
Lite

Apghicant. Jane Dos

Posting. Disector - Student Life

Grmgted ty Jessica Miller

Associated Applicant and
Positing

Sammary | Moy | Saliog Transition to the
next step in
o workfiow
 Transition to next step in the process
&

Wz
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Hiring Proposal

List of Approvers — 4

Department Approver (move to Department
Approver)

Jessica miler  ~ Comments are part of
Comments (opticnal) . . .
the official personnel file

Click Submit to
move through
workflow

[ Add to WatCh I|St F Add this hiring proposal to your watch list?

\

Submit Cancel

» Standard routing options are directed to the user group

* Routing to Approvers is directed to an individual, which allows for
more than one approver.

Remember, once it is submitted the comments can’t be deleted e

Wz
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Hiring Proposal

* Upon approval of the Hiring Proposal, based
on the appointment rank, the Dean’s Office or
Provost’s Office prepare and mail Agreement
for Appointment (AA-09 or AA-14) with cover
letter to finalist.

» Assistant Professor (AA-09) and Special Faculty

(AA-14) Appointments are within Dean’s hiring
authority, contract are completed in Dean’s Office

7
N

UNC C

IAR

OTTE

Appointment

» The hiring department requests official transcript of
highest earned degree. Transcript must be sent
directly to the University. (Can’t be “Issued to
Student” as candidate)

— If highest earned degree is from a foreign institution, it will
require an academic equivalency evaluation.

« After finalist signs agreement, Dean’s Office sends
complete file to Provost’s Office.

« Initiator changes that statuses of the remaining
applicants.

« Academic Affairs will approve and fill the posting
when the hiring packet arrives in the office.

N/

UNC CHARLOTTE
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Contracting Process

* Negotiated terms must be pre-approved by the
Department Chair and Dean

* Moving reimbursements costs; sometimes funded
by dept/college and baseline funding from AA
depending upon category of hire. No AA funding
for Lecturers as they are non-tenure track hires.

* Pre-approval of AA Moving Reimbursement
required. Dean sends email to Dr. Jay Raja,
Senior Associate Provost, with request. Include

funding approval email in hiring packet. .
Wz

UNC CHARLOTTE

Contracting Process

e “Other Terms and Conditions” section is reserved for
contract negotiation details which vary per hire

* Moving Reimbursement Suggested Wording

¢ (Funding from AA) The University will reimburse up to
$X,000 for appropriately receipted moving expenses (this
amount must be expended within one year). Our relocation
form and complete instructions can be found on the web at
http://www.finance.uncc.edu

« (Funding from AA and College) The University will
reimburse up to $X,000 from Academic Affairs and up to
$X,000 from the College of for
appropriately receipted moving expenses (this amount must
be expended within one year). Our relocation form and
complete instructions can be found on the web at -"’-
http://www.finance.uncc.edu A

UNC CHARLOTTE
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Complete File

« Agreement (contract), AA-09 or AA-14

« Official Transcript — Must be sent directly to
University

* Moving Reimbursement confirmation (if
applicable)

UNC CHARLOTTE

NinerTalent Support

» Academic Affairs — Budget & Personnel Website:
http://provost.uncc.edu/academic-budget-personnel
* NinerTalent Website: http://hr.uncc.edu/ninertalent

 Email: ninertalent@uncc.edu

Contact Us:
Employment
Category
Faculty Dawn Tench — Faculty Personnel Manager 7-5773 hftench@uncc.edu
Faculty Jessica Miller — Technology Support Analyst 7-5771 jcharper@uncc.edu

N/
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9/21/2015

?

Any Questions??

Thanks for coming & Happy Hiring!

N/
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