
SEARCHING FOR AN EDUGATOR: Skillfully Navigating Faculty Recruitment

Position approved by Dean

Search Cmtte 

& Chair (SC) 

Appointed

Support Staff 

(SS) appointed

HR/SC/SS advertises position

logistics 

convo

Committee screens & shortlists 

candidates; HR requests references

SC contacts campus interviewees 

& introduces SS

SS sets up UFID; arranges/confirms 

travel & lodging for candidate; 

completes travel authorization

Mirela Vasconcelos, Leela Kumaran, and Ellen Young College of Education

SC/SS finalize interview schedule & 

personnel affiliation document

If real estate tour included, 

SS connects realtor to candidate

Schedule: 

Detailed Version
Schedule: 

Outline Version

Sent to Candidate 

& HR for posting of 

public meetings

Include personnel affiliation

Sent internally to 

everyone involved 

in the search

Include Candidate CV

SC/SS create feedback 

form & disseminate

SC shares search talk details 

to COE faculty/staff

SS contacts audio-visual staff at least 2 days 

prior for assistance with presentations

On candidate’s last day, SS ensures 

hotel checkout & collection of receipts 

for travel expenses

SS finalizes Expense Report & obtains 

candidate approval

SS reconciles PCard charges & 

reimburses faculty for meals using 

‘Recruitment Expenses’ code

SC convenes final Cmtte meeting to 

review feedback and prepare final 

report on candidates

SC meets with Dean and shares 

committee recommendations

Dean contacts finalist candidate(s) to 

negotiate and make an offer

HR & Dean’s office prepare & send 

official Letter of Offer, then HR begins 

onboarding new hire

Job description 

finalized

SS coordinates local schedules; finalizes 

interview dates; requests candidate 

presentation title

Candidate info needed: 

name/DOB/address/phone/SSN

Inform HR of all cmtte mtgs 5 days in advance

GETTING STARTED CAMPUS VISITS FINALIZING HIRES

Put together swag bag if available (UF branded 

notepads/cups/pens/bags/etc.)

Join us for our Deep Dive Session! Scheduled for 12:15 PM today, May 12, 2021
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