
Advertising and Hiring Procedures for Faculty Vacancies 
Office of Human Resources (revised 8/29/08) 

  
Below are basic procedures for the advertising and hiring of faculty vacancies. Please share this 
information with search committee members.  If you need assistance at any time during this process, please 
call the HR Employment Office at ext. 2360. 
 
 
1. All ads must carry the following statements at the end: 

 
TAMIU IS AN EQUAL OPPORTUNITY EMPLOYER 

All TAMIU positions are security-sensitive.  Applicants are subject to a criminal history investigation, and employment 
is contingent on the results of the criminal history investigation. 

 
2. Prior to advertising, the ad must be approved by the appropriate Dean, the Provost, and HR. The ad should be approved by routing it as 

an email attachment and obtaining approvals on the body of the email.  HR should be the last office to approve, and HR will route the 
final approved ad to the Purchasing Department. 

 
3. Once approved, HR will prepare a Job Vacancy Notice (JVN) and post it online at TAMlUWorks; online at HigherEdJobs.com; with 

the Texas Workforce Commission; with The Texas Higher Education Coordinating Board; and with various agencies. 
 
4. To advertise your vacancy in a journal/publication (i.e., The Chronicle of Higher Education), please work with the Purchasing 

Department to get pricing, generate a requisition, and have the ad placed.  As described above in item #2, HR will provide the 
Purchasing Department with the final ad approved by the Dean, the Provost, and HR. 

 
5. To post a vacancy on a pertinent, free Internet advertising site, ensure you use the exact wording (copy and paste) from the final ad 

approved by the Dean, the Provost, and HR.  Also, ensure that the announcement carries the statements mentioned in item #1. 
 
6. Resource materials containing tips for conducting interviews and conducting reference checks are available online from the HR 

Employment webpage under “Resources for Hiring Supervisors.” Additionally, the System online training course called “Conducting 
Effective Interviews” is available from HRConnect under the TRAINING tab. You can access HRConnect via Single Sign On. 

 
7. Upon receipt of an application, the search committee must mail to ALL applicants a letter of acknowledgment plus an “Applicant Self-

Identification Information” form and self-addressed stamped envelope.  Forms and envelopes are available through the HR Office. 
Prior to mailing the “Applicant Self-Identification Information” form, the top portion of the form must be completed, indicating the Job 
Vacancy Notice number, title, and department of the position (i.e., #08056, Assistant Professor, Department of Social Sciences).  
Again, please ensure the “Applicant Self- Identification Information” form and self-addressed stamped envelope are mailed to ALL 
applicants. 

 
8. Please maintain communication with the HR Employment Office throughout the process. 

 
9. CONDUCTING CRIMINAL HISTORY INVESTIGATION BEFORE HIRING:  The Search Committee ensures that finalists (those 

interviewed) complete and sign a “Criminal History Investigation Authorization Form” at the time of interview.  This form is available 
from the HR website under FORMS.  When the selection is approved by the Provost, the Search Committee sends the finalist’s 
Authorization Form to HR, and HR sends it to UPD.  (NOTE:  Any job offer letter given to the finalist must include the statement “In 
accordance with A&M System policy, all TAMIU positions are security-sensitive and this job offer is contingent on the receipt of an 
acceptable criminal history investigation.”)  UPD will run the criminal history investigation and notify HR of the results.  HR will 
inform the Provost and Search Committee if hire of finalist can proceed.  If criminal history is found, HR will conduct an analysis in 
accordance with Section 6 of System Regulation 33.99.14.  HR will notify the Provost and Search Committee of recommendation. 

 
10. When the finalist is approved for hire, immediately contact the HR Employment Office to give the name of the individual and to 

provide a copy of the signed and accepted job offer letter. If immigration services are needed, immediately inform the Director of HR. 
 

11. CLOSING THE HIRING PROCESS: After the job is accepted, please provide the HR Employment Office copies of any non-
selection letters sent to applicants during the process and a completed “Faculty Search Applicant List.”  This form is available on the 
Provost’s webpage under FORMS and serves as a final recruitment report (it facilitates listing all applicants; indicating who was 
interviewed and who was not interviewed; who was selected and who was not selected; reasons for non-selection, etc.) 
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