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Procedures The following procedures will be followed in recruiting and select-
ing applicants for faculty/professional positions:
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The office-of the-coordinator-of-administrative-servicesHuman
Resources Department will be designated as the place where
all applications for employment will be disbursed, received,
and kept on file for three years.

The coerdinatorof-administrative-serviscesHuman Resources
Director must be notified of all new or vacant, full-time posi-
tions to be filled before recruitment will commence.

An official job announcement will be developed with the coop-
eration of the affirmative-action-coerdinaterHuman Resources
Director, appropriate Vice President, and Director or supervi-
sor.

All job announcements will be disbursed by the ceeordinater-of
administrative-servicesHuman Resources Director to a com-
prehensive list of sources: newspapers in the service area,
professional publications, college and university job place-
ment centers, and if available, online computer services. Posi-
tion vacancy notices will be posted on bulletin boards in the
following locations: administration-building—business-office;
and-printing-eenterRodolfo R. and Dolores Flores Student
Services Building on the Human Resources Bulletin.

Only completed application files, including those from full-time
employees, will be considered by the coerdinator-of-adminis-
trative-servicesHuman Resources Director and Interview
Committee. All completed application files received for a spe-
cific position vacancy notice will be available for review by the
appropriate dean and other search committee members. All
complete application files received will be kept on file for three
years.

Application files will be screened by a search committee and
a personal interview will be conducted with selected qualified
applicants. The search team will consist of the appropriate
dean, division chairperson (or supervisor), and the College
President or a representative selected by the College Presi-
dent.

Filling positions by internal promotions or transfer of College
District employees is most desirable to encourage employees
to obtain further education and training for advancement.
When internal promotions or transfers are possible and desir-
able, advertising will not be necessary. The internal applica-
tion process may be implemented. If a position is not filled by
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internal promotion or transfer, the procedures listed at items 8
and 9 related to external posting will be followed, as applica-
ble to the position.

A professional position will be open for internal and external
applications for ten working days, or until filled. {-the-pesition

m—ne%ﬁﬂed—wﬁh—an—wﬁemahapphean%—m&pesmenwm-be—epen

finished-terms-or-suddenresignations-Application closing
dates may be extended to achieve the College District's em-
ployment goals. Vacancy notices may include “until filled” to
allow additional time to increase the pool of qualified appli-
cants. The search committee will make the decision to allow
additional time or pursue other sources to reach applicant ob-
jectives.

Non-professional positions will be open for internal and exter-
nal applications for ten working days, or until filled. H-the-pesi-
tion-is-notfilled-with-an-internal-applicant; the-position-will-be
open-to-external-candidates fora period of not less than 15
filunfinished-terms-or-sudden-resignations-Application clos-

ing dates may be extended to achieve the College District's
employment goals. Vacancy notices may include “until filled"
to allow additional time to increase the pool of qualified appli-
cants. The search committee will make the decision to allow
additional time or pursue other sources to reach applicant ob-
jectives.

The appropriate vice president or designee will make the offer
of employment to the successful candidate.

The College District may need to hire non-tenure track full-

time instructors on a semester-by-semester basis according
to need. These instructors will be at-will employees with full
salary and benefits for the duration of each semester of em-
ployment.
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