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Please ...

e Turn off cell phones.
 Avoid side conversations.

* Please hold questions until the end of the
presentation.

* Sign the attendance roster.

 Complete the evaluation at the end of the
workshop.
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Workshop Objectives

* Update on Policies for Academic Searches

e Cultivating New Avenues for Diversity
Outreach

e Effective Mentoring as a Continuum of
Diversity Outreach

* Pre-View of Academic Tracking System and the
new Job Board
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Academic Human Resources
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Academic Human Resources

* Yes, we are still hiring
— Controlling overall growth
— Units must assess critical need for position

— Vacancies must be approved before the
recruitment and search process begins

— Campus focused searches

* Paperwork Submission and Routing
Procedures
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How can AHR help

* Consultation
— Job description
— Recruitment sources
— Redeployment options
— Meet with candidates

* Benefits
e Candidate questions



ILLINOILS 2009 BUSINESS LEADERSHIP CONFERENCE

Office of Equal Opportunity & Access
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OEOA
Guidelines for Employment Planning
* Fairness, Equity, and Non-Discrimination
remain paramount

* |Increased use of internal change
mechanisms is encouraged for valued
employee retention, BUT...

* Avoid “tapping” certain employees to the
exclusion of equally qualified others
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OEOA

Guidelines for Employment Planning

e Affirmative Action and other compliance
responsibilities still apply

— Please refer to the Academic Search Manual
http://eoa.illinois.edu/NewSearchManualFY2008/0OEQA.-
SearchManual2008-final.pdf

* Provost Communications provide additional
guidance
— See #2, #3, #4, #7, #3, #11

http://www.provost.illinois.edu/communication/index.htm
I
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Search Manual Review

* Paper search process, waivers, and
appointment change forms converting to an
electronic process

* Further clarification of the role of Affirmative
Action Officers, Equal Employment
Opportunity (EEO) Officers, the Equal
Employment Opportunity (EEO) Committee

e Search Exempt positions being reviewed
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DIVERSITY AND ADVANCEMENT
AN ANALOGY
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Diversity Advancement (Human Capital) =
Institutional Advancement (Monetary Capital)

|H

To encourage “Human Capital” investment, use
“Monetary Capital” acquisition techniques

— Identify Prospects
— Cultivate Prospects
— Solicit Prospects

— Maintain Relationship, Cultivate Others
(mentoring/networking)
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Prospect ldentification

* Discover where you will likely find
“prospects”/candidates: conferences,
professional organizations, other institutions,
other colleagues

* Learn about the prospect/candidate: skills,
resources, strengths, experiences
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Prospect Cultivation

e Establish sincere, meaningful, but “no-pressure”
relationships with “prospects/candidates”

e Sell the institution, department, and community:
highlight the benefits to the prospect/candidate of
“giving” to or joining lllinois, your department, and
the Champaign-Urbana community

 Show the match: Demonstrate how the candidate’s
skills and experience contribute to and enhance your
unit
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Prospect Solicitation

Do the “Ask”:

* Long-term: initiate an academic or research
collaboration, including visiting faculty
appointment; invite to campus as a guest

speaker;

e Short-term: encourage application for a
specific opening or create a TOPS or
Excellence hire
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Relationship Maintenance

* Appointment or “receiving the gift” is not the
end of the cultivation process

 Mentoring provides credibility and legitimacy
to the “sell”

 Mentoring enhances the likelihood of success
for the new hire and institution

* Look for opportunities to leverage the
relationship for future success
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Suggestions for Effective Mentoring

e Explore service opportunities (committees, program
planning, etc.) for women and minorities at the
department, college/unit, and campus-wide level

 Encourage professional development opportunities,
including presentations at campus and off campus
conferences and workshops

e Discuss leadership and promotional opportunities on
campus

 Maintain awareness of professional career goals and
objectives
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Effective Mentoring Suggestions

* Explore cross-campus, cross-department mentoring
opportunities, including those crossing race and
gender boundaries

* Maintain awareness of campus community
organizations and groups that actively and
aggressively advocate for women and minorities that
could be a support group

* Encourage women and minorities to be involved in
wider community outside of the university
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Academic Applicant Tracking System
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Academic Applicant Tracking System

* New System will replace existing OEOA search
tracking database

* Employment Center will be discontinued and a
new site jobs@illinois.edu will be used

e Electronic process will assist campus in
achieving its affirmative action compliance
obligations
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Academic Applicant Tracking System

e Affirmative Action Compliance Obligations
— Provide Detailed Applicant Flow Logs
— EEO Form
— Verification of Advertisement
— Applicant Status Codes
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Academic Applicant Tracking System

* Colleges/Units

— Submit required PAPE and receive approval from
Academic Human Resources

— Search Forms will be routed electronically for
approval (Approved Hiring Request Form will be
uploaded)

— Open positions will be posted on the Job Board

— Candidates’ application documentation can be
viewed in system
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Academic Applicant Tracking System

* Candidates
— Will apply for a vacant position
— Submit applications electronically

— Attach their resume, C.V,, cover letter, references
and other required documents

— Complete the EEO Form



R B DO 2009 BUSINESS LEADERSHIP CONFERENCE

Academic Applicant Tracking System

* Two Sides of the System
— Public Side (jobs@illinois.edu)
— Administrator Side (illinois.hiretouch.com)
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Academic Applicant Tracking System

* Applicant View
— Apply for Positions and View Jobs

e Administrator View

— Enter and Approve Forms

e Search Committee View
— View Uploaded Applicant Material



NNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNN 2009 BUSINESS LEADERSHIP CONFERENCE

Academic Applicant Tracking System

e jobs@illinois.edu

— Search Jobs

— Review Open Positions on the Academic Job Board
— Apply for Civil Service Jobs/Applications

— Applicant Login

— Learn More
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Academic Applicant Tracking System

e Academic Job Board

— Lists Academic Jobs and Faculty/Other Academic
Jobs

— Lists Position Description, Open Date and Close
Date
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Academic Applicant Tracking System

/= Job Search by Category - Windows Internet Explorer
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at.illinois.hiretouch.comy/public/universityofillinoisurbanachampaignz/default.cfm?page=job_board
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File Edit VWiew Fawvorites Tools Help
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ILLINOIS HUMAN RESOURCES

UNIVE TY OF ILLINO T URBAN HAMPAIGHN

| APPLICANT LOGIN | SEARCH JOBS | ACADEMIC JOB BOARD | CIVIL SERVICE JOBSIAPPLICATION | LEARN MORE

Academic Professional

ob Close Date: Mar 5, 2009
t

v's Test.d

nator Close Date: Mar 4, 2009

earch Close Date: Mar 5, 2009

Assistant| Close Date: Apr 30, 2009

Bio ay Feedstock Crop Analyst Close Date: Mar 13, 2009
CECA Product Demo Close Date: Mar 10, 2009

Faculty and Other Academic

chSE Professor Close Date: Mar 11, 2009

Froduct Demonstration Close Date: Mar 15, 2009
Campus Faculty Demo Job Clase Date: Mar 27, 2009
QEOQA Provost Faculty Search Demo Close Date: Mar 6, 2009
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Academic Applicant Tracking System

/= Job Details - Windows Internet Explorer
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ILLINOIS HUMAN RESOURCES

UNMIVERS ¥ OF ILLINOI T URBANA-CHAMPAIGN

| APPLICANT LOGIN | SEARCH JOBS | ACADEMIC JOB BOARD | CIVIL SERVICE JOBSIAPPLIC, ION | LEARN MORE

Job Details - OEOA Product Demo

Title: OEOA Product Demo
Category: Academic Frofessional
Location:
Opened Date: February 7, 2009
Close Date: March 10, 2009
Position Description: This position annoucnement is for the OEOA Product Demo job.
Apply Mow I

Done

lsal|
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Academic Applicant Tracking System

/= Home Page at Urbana-Champaign - Windows Internet Explorer
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ILLINOIS HUMAN RESOURCES

UNIVE TY OF ILLINO T URBAN CHAMPAIGN

| APPLICANT LOGIN | SEARCH JOBS | ACADEMIC JOBBOARD | CIVIL SERVICE JOBS/APPLICATION | LEARN MORE

Welcome to Jobs atlllinois, the employment website for the University of lllincis at Urbana-Champaign. llinois is one of the premier
public institutions of higher education in the nation and the world.

Toview job listings itis not necessary to login at this peint in the application process. You can view current job listings by clicking on the

appropriate Jobks link above. You will have the opportunity to begin the onlineg application process at any pointin time during your review of
the current postings

Definitions of Employment Categories
Academic employment categories include Faculty, Other Academics, and Academic Professionals.

Civil Service and Extra Help employment categories include professional, paraprofessional, clerical, technical, services, and
craftsitrades.

Existing User: Login with your User Mame and Password

Mew User: Click Create Account below.

User Hame: |

Password: I

Login | Create Account I

@sswor

Do not CREATE AN ACCOURNT if you have ever started an application with the university in the past
Ifyou do not knaw

your user name and/or password, contact Human Resources at jobs@illinois.edu.

aR
For Academic Employment, call 217-265-6549. For Civil Service employment, call 217-333-2137.
e = |
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Academic Applicant Tracking System

B Applicant Login Credentials - Message (HTM =] x|

File Edit View Insert Format Tools Actions Help

% Reply | EliReply to All | i3 Forward | & Ba B | ¢ [ (3 X |« -9 - A | @ @!

From: jobs@illinois.edu Sent:  Thu 2/26/2009 10:35 AM
To: Johnson, Heidi
Cc: jobs@illinois.edu

Subject: Applicant Login Credentials

Dear Heidi Johnsaon,

Thank you for creating a University of lllinois applicant login name. You must use this login name to apply for a specific academic job or apply for Civil Service employment.
Your login name is johnso1911

Please make note of the password you have just created and keep this information in a secure location

Human Resources
University of lllinois - Urkana-Champaign
http:/fstaging.illinois_hiretouch.com/public/universityofillinoisurbana/

El
=220 o:12pM

!:'Startl (@ &= 7 | [OlInbox - Microso... || 1 Applicant Log... |2 Microsoft Power...l & HireTouch » De...




NNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNN 2009 BUSINESS LEADERSHIP CONFERENCE

Academic Applicant Tracking System
4 Step Process for Applicant

1. Academic Professional Application or Faculty
and Other Academic Profile

EEO Form

Upload required documents described in
position announcement

4. Review and submit
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Academic Applicant Tracking System

Form - Windows Internet Explorer

= IE‘I XI
@:‘. - |g http: at.lll|nnl5.h|retnLlch.cnm_.-'puhI|c_.-'univer5|t‘;‘nﬁ|l|nnisurhanachampa|gn2_.-'default.cfm?pagezfnrm&fnrmID:741&JnhID=1283&fnrmRespnnseID:&fm;l || = I-Gosgle 2|~
File Edit Wiew Favorites Tools Help
GDI:)S]E|G' LIGD 4»{"9/"1 - B - O~ | ¢ Bookmarksw [Sh 24 blocked | % Check ~ % Autolink ~ 5| AutoFill [ Send to- () Settings~

oy ahe & Form

32

=

i ~ ) - & ~ . Page ~ £ Teols -

PROFILE | SEARCH JOBS | ACADEMIC JOB BOARD | CIVIL SERVICE JOBS/IAPPLICATION | CIVIL SERVICE ACTIVITY | LEARN MORE

Faculty and Other Academic Profile

Employment Application ister 1 oF 4

Demographics
Title (Dr., Ms_, Mr_, Mrs_, etc )

*First Mame

Heidi
Middle MName
*Last Mame Johnson
Suffix: I vl
* Address 1 333 Dog Drive
Address 2
* City Champaign
* State

Illllm:us vI

*Postal Code

51938
* Country |Eie|gium Ll
*Home Phone 333-0885
Work Phone
Cell Phone
*Email

johnso13@uiuc edu
Preferred method of contact?

Preferred hours of contact?
*Are you legally authorized to work in the United States? & vyag
7 Mo
*Are we able to contact your references? T Yes ' Mo
Relatives employed by or on the Board of Trustees of the University of lllinois

NAME RELATIONSHIP DEPARTMENT
Mone

|Dnne

24 start| | B & [ 52 [7]

- (=
’_I_,_’_I_’ﬁlg Internet |.@‘100% T

> | [5]Inbox - Microso... | @ HireTouch » Jo... || & Form - Windo... |21 Microsoft Power... | |4 =@ o2 2@ 4:19pPM
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Academic Applicant Tracking System

dows Internet Explorer — =] =]
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File Edit Wiew Fawvorites Tools Help
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Faculty and Other Academic Profile -1

Applicant EEQ (sterzoF 2

1. Employment Ap

tion 2. Applicant EEC 3.

4. Review/S

As a matter of University policy. as well as applicable law, we are required to keep records and perform certain statistical
analyses of our applicant pool by race. ethnicity and gender. Since such analyses are only possible if we know the profile of our
applicants, we are using this means to ask you to complete this survey

The information that you provide is voluntary: it does not at all affect vour prospect for employment: and is treated very
confidentially. We appreciate that you may find this request intrusive and we understand that concern. Please be advised
however, that since we are required by the government to collect and report this data your cooperation will allow us to be
accurate. For any statistical analysis to be meaningful, we must have information on as many applicants as possible and it is
just as important to collect this information from men and from non-minaorities as it is to obtain it from women and minority group
members

Thank you for your assistance

Date: 02/25/2009
Last Mame: Johnson First MName: Heidi Middle Initial

Where did you hear about this employment opportunity?
' Conference ¢ Listserv ¢ Mewspaper (print/online}) ¢ Personal Reference ' VWebsite ¢ Other

Position Applied For:  Faculty Product Demonstration
GEMDER {Please choose one):

= Female ' Male
RACIAL/ETHNIC GROUP (Please choose one)

American Indian or Alaskan Native - Persons having origins in any of the original peoples of Morth America. and who

maintain cultural identification through tribal affiliations or community recognition

*' WWhite, not of Hispanic origin - Persons having origins in any of the original peoples of Europe. Morth Africa. or the Middle
East

" Black or African-American, not of Hispanic origin - Persons having origins in any of the black racial groups of Africa

' Asian or Pacific Islander - Persons having origins in any of the original peoples of the Far East. Southeast Asia, the
Indian Subcontinent. or the Pacific Islands. This area includes. for example. China. India. Japan. Korea. the Philippine Islands
and Samoa

' Hispanic or Latino{a) - Persons of Mexican, Puerto Rican, Cuban. Central and South American. or other Spanish culture
or arigin, regardless of race o

B Back Submit B8 Exit

|Dnne I_I_l_’_’_mlg Internet |'§§‘&1UD% T =z
f:b‘Startl | = & [==] [z » | [5] Inbox - Microso... | # HireTouch » Jo... |[# Form - Windo... |21 Microsoft Power.._ | [=@o2 W 4:15pPM
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Academic Applicant Tracking System

/= Form - Windows Internet Explorer

= IEI XI
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File Edit Wiew Fawvorites Tools Help
GDDglE|Gv LI Go 4»@ - - - | %% Bookmarks~ 5h 24 blocked | ‘e Check ~ ‘% AutoLink ~ “=| autoFill [=e Send tow | () Settings~
W & @ rorm | | % ~ B) - = - [ Page ~ & Tools =
Faculty and Other Academic Profile
Upload Documents isterz oF «)
1. Employment Application Z. Applicant EEQ 3. Upload Documents 4. Review/Sut
Using the Add button below: please upload the required documents from the job posting. Click on the filename below to edit and
review
MAME TYPE FILE
Mone
Add
B Back Submit B8 Exit
For assisfance, call Academic Human Resources af 217-265-6549 I
|Dnne

=1
[T T [ [$&8mternet
& start| | B & @8 5] =]

[®100% -~ 2
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Academic Applicant Tracking System

Form - Windows Internet Explorer — =]
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Review/Submit (stersorF 4

1. Employment Application | 2. Applicant EEQ | 3. Upload Documents | 4. Review/Submit

Review and Submit

(== [/

Faculty and Other Academic Profile

Employment Application ssec1cra

Demographics

Fist Name e

nrome Name:

Last Name: Hohnzan
Acress 1 333 Dog Dve
Akirass 2

city:
St

Postal Code:

Champalgn
Winots
61938

Hame Fhane: 333-0385

Viark Prgne:

cauPnone:

Emat jonnsois@uLc ety
Freferen memoa of contacT
Prefested nowrs of contact”
Yes

Are we able to contact your et
Ralatives smpicyad by or on

noes? Ko
& Boarn of Trustsss of the UNIversity of Iinols

Hams Ralationship Dapartment
mone

HavE pou Ever DEen employEd by ME Universay of minas? o

If Yes, Fiease Indicate the foliowing:

camrpus

Deparmant

Dates of Employment

Last Supsrvisor

For assistance, 630 AGademic Human Resourses af 217-205-0545.

B Back Submit B8 Exit

Done I_I_l_’_’_mlg Internet
@i Start] | B & [==] [z | [5]Inbox - Microso... | @ HireTouch » Jo... |[[# Form - Windo... |2]Microsoft Power.._ |
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UNIVERSITY OF ILLINOIS AT URBANA-CHAMPAIGN

Academic Applicant Tracking System

=1=1x]

= You have submitted a profile for Faculty Product Demonstration - Message (HTML)
File Edit View Insert Format Tools Actions Help
% Reply | S8 Reply to Al | i) Forward | & Ba B4 | v (S [[3 X |« - % - A | @ @!

Sent: Wed 2/25/2009 4:17 PM

From; johnso 19 @illincis. edu
To: Johnson, Heidi
Co

Subject: You have submitted a profile for Faculty Product Demanstration

=
Thank you for yvour interest in employment with the University of lllinois. This message verifies that you have submitted an employment profile for the Faculty Product Demaonstration position at the University of lllinois at Urbana in Equal

Opportunity and Access

| -

i:'Startl |2 & @ = 7] > | [O]Inbox - Microso... || 1 You have sub... |[2]Microsoft Power...l & HireTouch » De... Cfi= 2 =0 9:10pPM
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Academic Applicant Tracking System

* Administrator View
— Start a Workflow
— Complete Forms
— Approve Forms
— Edit and Comment on Forms
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Academic Applicant Tracking System

* Workflows
— Academic Professional Search
— Faculty/Other Academic Search
— Academic Professional Appointment Change Form
— Faculty/Other Appointment Change Form
— Academic Professional Search Waiver
— Faculty/Other Search Waiver
— PAPE Only
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Academic Applicant Tracking System

 Workflows Contain:
— On Public Side
* Application/Profile and EEO Form for Candidate

— On Administrator Side
e AHR & OEOA Forms
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Academic Applicant Tracking System

 Example of a Academic Search Workflow
Package:

— AP Application and EEO Form for the Candidate

— PAPE, Search, Summary Form for the
Administrator

 Example of a Faculty Search Workflow
Package:
— Faculty Profile and EEO Form for the Candidate
— Search and Summary Form for the Administrator
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Academic Applicant Tracking System
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Choose Academic Professional Jobs from the Drop Down menu
Click on HR Coordinator

Choose the Blue Forms tab

Click Approval for the PAPE form
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To Wiew the form click Wiew

To Edit the form. click View first. then at the bottom of the pdf document. click Edit.
Once you have edited the form. click Submit. then proceed to Approve.
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From: johnso19@illinois. edu Sent: Wed 2/25/200% 4:13 PM
To: Johnson, Heidi
Ce:

Subject: Request for Search Form Approwval Faculty Product Demonstration

A Search Form has been sent for yvour approval in HireTouch for the Faculty Product Demonstration position.  Please click on the link below and follow the instructions provided to view and approve the form.
http-/fuat.illinois_hiretouch_com

Sign into HireTouch using your enterprise id and password.

Choose the Jobs Tab

Choose Academic Professional Jobs from the Drop Down menu

Click on Faculty Product Demonstration

Choose the Blue Forms tab
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Choose Appravals on the Search line
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To Download Form:

Choose Approvals on the Search line
Choose View oo
Choose Download
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Academic Applicant Tracking System

e Search Committee View
— View a listing of applicants
— Review applicants uploaded documents

 Documents would include resume, C.V., cover letter,
references and other required documents
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Academic Applicant Tracking System

* Job Aid Development
— Workflows
— Add Applicants
— Send EEO form to applicants
— Change Applicant Status
— Extend Close Date
— Correspondence
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Academic Applicant Tracking System

* Implementation Timeline
— Initial Users
e Early March

— Mandatory Use
e Early April
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Academic Applicant Tracking System

* Resources

— Office of Equal Opportunity & Access
— Academic Human Resources
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