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The University of Montana - Missoula

Office of Human Resource Services

Emma B. Lommasson Center Rm 252

Missoula, Montana 59812-1800

Phone: (406) 243-6766
FAX: (406) 243-6095

Application Information
Contacting the HRS Recruitment Office
· Email:

staffjobs@mso.umt.edu
· Fax:

(406) 243-6095

· Hours:

Monday – Friday 8:00am-12noon and 1:00pm-5:00pm

· Job line:
(406) 243-6760

· Location:
Emma B. Lommasson Center Rm 252
· Telephone: 
(406) 243-5706, (406) 243-5707, and/or (406) 243-4588
· Website:
www.umt.edu/hrs/jobs 
Submitting Materials
· Carefully review the vacancy announcement specifically, the How To Apply section and prepare all required materials before submitting to HRS.  
· Be aware of the closing date or initial screening date as listed on the vacancy announcement.  Does the position have a hard closing date or is it Open Until Filled?
· Positions with a hard closing date:  Materials received after 5pm on the closing date cannot be considered.  

· Open Until Filled positions:  Open Until Filled recruitments have a unique process. This type of recruitment has an initial screening date rather than a hard closing date. In order to meet the initial screening deadline, interested applicants must submit their materials to HRS by 5pm the business day before the initial screening date. Materials received after 5pm the business day before the initial screening date may be considered.
· Complete and submit the Authorization for background check form along with your application materials.  In accordance with UM policy, finalists for a permanent position are subject to a criminal background check investigation.  Applicants are encouraged to submit this required form when applying for positions. 

· Complete and submit the Self-Identification form along with your application materials.  This form is optional – the information is collected by HRS for statistical purposes only.  It is kept separate from application materials and will not be used in any way to evaluate your qualifications for the position.  Omitting the form will not affect the status of your application.    
Tips on preparing a cover letter

· Carefully review the vacancy announcement.  Specifically address the position title and number.  Use specific examples from your work history and/or education that have prepared you to meet all applicable items listed in the vacancy announcement.  
Staff Position Vacancy Hiring Process Overview 

Applying

This initial phase of the recruitment process is considered to be the timeframe from the day the recruitment opens and begins collecting application materials until the closing date as indicated on each specific vacancy announcement. 

The typical application submission period is: 10-12 business days

Screening
During the second phase of the recruitment process, each candidate’s application materials are reviewed to determine their ability to meet the criterion as listed in the Required Knowledge, Skills, and Abilities section of the vacancy announcement. 

HRS is no longer accepting application materials as closing date has passed. 

The typical screening period is: 2 weeks
Interviewing 

The department’s hiring committee conducts interviews with those selected for an interview from the applicant pool. Interviews can be conducted via telephone conference calls and/or on the UM premises (based on the best options available to the hiring department and/or candidate). The hiring departments may decide to conduct a second round of interviews in order to make their final decision. At the close of this phase, the hiring department conducts professional reference checks on the finalist(s). 

The typical interviewing period is: 2-4 weeks
Hiring

The hiring department contacts the selected candidate and makes a conditional job offer based on the outcome of their background check. The hiring department also contacts the unsuccessful candidate(s) and informs them of outcome of the recruitment. 

The typical hiring period is: 1 week

Open Until Filled

Open Until Filled recruitments have a unique process. This type of recruitment has an initial screening date rather than a hard closing date. In order to meet the initial screening deadline, interested applicants must submit their materials to HRS by 5pm the business day before the initial screening date. Materials received after 5pm the business day before the initial screening date may be considered. 

If the hiring departments cannot identify a successful candidate from the initial group, they have the option to screen the materials that were received after the deadline. The position remains open for applicant submissions until a hire is made.
For a status update on a current recruitment, please visit the HRS employment webpage.
ADA/EOE/AA/Veteran's Preference
As an Equal opportunity/Affirmative Action employer, we encourage applications from minorities,  veterans, and women. This material is available in an alternative format upon request. Qualified candidates may request veterans’ preference in accordance with state law.  To assert veterans or disabilities preference, please use this form http://mt.gov/statejobs/employpref.doc and be sure to include the appropriate supporting documentation.  If you have any questions related to the application of preference in the hiring process, please contact HRS at  (406) 243-5707.
Qualified candidates must be able to meet minimum requirements and perform the primary functions of the position with or without reasonable accommodation.  To request a reasonable accommodation, please contact HRS at (406) 243-6766.
