DATE | SSUE REVI SI ON PACGE
ADMINISTRATIVE SUBJECT

POLICIES AND PROCEDURES MANUAL APPO NTMENTS

SUB- TOPI C
ADM NI STRATI VE AND PROFESSI ONAL SERVI CES

SEARCH PLAN

When it becones necessary to fill an Adm nistrative and Professional position within
the University, the enploying party will distribute the foll ow ng information about
the position to the Affirmati ve Action officer responsible for the appointnent of A&P
personnel and other concerned parties:

1. Description of the position,

2 Sal ary range,

3 Date the position nust be filled,

4, Date all applications nust be received,

5 Qualifications required to include the m ni num accept abl e,

and preferred education and experience, and

6. Persons naned to any "Search Conmittee."

A Search Plan in accordance with the UTD Affirmative Action Plan nust be approved by

the President, or his designee, to include:

1. Pl aci ng an advertisenment in major Dallas/Fort Wrth news medi a,

2. Notifying the acting director or head of the UTD office or departnent the
position will affect that a search is being conducted and requesting
recomendations frominterested applicants within the University,

Listing the position with the Texas Wrkforce Conm ssi on,

4. Screening of all applicants and elimnating those who do not meet the ninimm
qual i fications,

5. Appl ying an appropriate ranking systemto those applicants neeting or exceedi ng
m ni mum qual i fi cati ons,

6. Interviewi ng applicants, fromthe top-ranked to the | owest-ranked, by a
conmittee appointed by the President, or his designee, until a suitable
applicant is found,

7. Conducti ng a thorough background review of the sel ected applicant and reporting

the findings to the President, or his designee.

I f the background review is acceptable, the applicant will be offered the position;
however, if at any of the above steps, the top-ranked applicant is found to be
unacceptabl e, the procedure will be repeated for the second-ranked candi date and

continue until a suitable candidate is chosen and the University offer is accepted.




