[image: image1.png]UNIVERSITY OF HUMAN RESOURCE SERVICES
MONTANA e onmaaas v oon 52 Uty o oo
Wk 3875 Prane 405 34 670 o 100515 88




ACADEMIC, ADMINISTRATIVE, AND PROFESSIONAL ADVERTISEMENT GUIDE
The purpose of this document is to provide a complete list of requirements that will facilitate the rapid development, approval, and publication of advertisements for academic, administrative, and professional positions that require a national search.   The University of Montana’s Affirmative Action Plan drives these guidelines to help promote diversity in hiring.

Guidelines to Achieve a Diverse Applicant Pool

1. Advertise as widely as possible.  This will help reach those qualified candidates who may not be part of the usual networks of senior faculty and administrators.  

· Advertise in journals that make special efforts to reach minority faculty, administrators, and graduate students.  

· Send vacancy announcements to minority-serving institutions and organizations that work on minority issues or have minority-serving components.  

· Develop networks with schools that grant a large number of doctoral degrees to minority students.

· Use electronic advertising to broaden search when possible.  
· At no cost to the department ads will appear on: 
· Indeed.com 
· LinkedIn.com

· us.jobs 
· local job service electronic job board (
· The HRS Recruitment Manager can help departments identify sources of advertisement aimed at reaching a diverse candidate pool.  Please contact Marcie Briggs at extension 5706 if you have questions about this procedure. 
2. Craft position announcements/descriptions and advertisements to encompass a broad applicant pool.
· Include only criteria essential to the position; extraneous preferences should not be listed.  All qualifications stated in the ad are considered requirements of the position, even if stated as “desired” or “preferred.”  Wording that could discourage potentially suitable applicants should be avoided.

· Criteria for consideration should include factors such as a demonstrated ability to work with diverse students and colleagues.

· Where appropriate, criteria can include experience with a wide variety of teaching methods or perspectives.  Including interdisciplinary or interdepartmental work can help diversify the applicant pool.

· Criteria such as years of professional experience may unnecessarily exclude applicants from less traditional backgrounds.

· Consider adjunct and part-time faculty applicants.  Women and minorities are more highly represented in these categories 

3. An Equal Opportunity/Affirmative Action statement must be included in the body of every advertisement.

· The following is the minimal, required statement: “The University of Montana is an affirmative action, equal opportunity employer.”

· The following is the preferred statement:  “The University of Montana is an affirmative action, equal opportunity employer and encourages applications from qualified minorities, veterans, and women. Qualified candidates may request veterans’ or disabilities preference in accordance with state law.
· For paid advertisements, an abbreviated statement, “AA/EOE/ADA/Veterans Preference” may appear at the bottom center of the ad in bold letters.

Click here to see sample Advertisements:  Faculty Sample Ad  | Professional Sample Ad
Please address any questions to Marcie Briggs, HRS Recruitment Manager

406-243-5706 or Email: marcie.briggs@umontana.edu 
