Advertising / Interviewing Procedures
EMPLOYEE REQUISITION FORM (PE-6)

The hiring supervisor initiates this form for a replacement or new position to be filled.  The form must be signed by the Vice President/Provost overseeing the area and forwarded to the Recruitment Department.

ADVERTISING POSITIONS

The Recruitment Department posts the position on the BCC website and related websites, newspapers and journals.  National advertising sources frequently includes The Chronicle of Higher Education, Diverse Issues in Higher Education, and Hispanic Outlook.

PRE-SCREENING OF APPLICANTS

The Recruitment Department screens applications to certify that minimum qualifications are met and prepares applications, resumes, etc for review by the hiring supervisor and/or search committee.

PRESENTATION OF APPLICANTS

Applications and the recruitment package are forwarded to the hiring supervisor.   Faculty and Administrative positions are presented to the search committee by the Recruitment Department at the committee charging/committee first meeting.

TRAVEL FOR APPLICANTS

All travel must be authorized and approved in advance by Human Resources.  Applicants must complete an out-of-county travel form and submit receipts for reimbursement.  Hotel reservations are to be made by Human Resources.

INTERVIEWING APPLICANTS

The hiring supervisor and/or search committee will select qualified applicants for interviews.  Applicants must complete an official BCC application at time of interview if not already completed with the application package.
