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	Recruitment Report


INSTRUCTIONS:  Complete this form by placing your cursor at the beginning of the first shaded space, type, and tab to the next shaded space.  Once completed, save and email the document to Employee Services for routing approval.  After routing approval is granted, obtain appropriate signatures, including the Vice President of the position’s division.  This report is the official University documentation for selection. It is accessible and is used in formal complaint investigations.  Department and Division management signatures are assertions that the selection process conducted is consistent with University employment procedures and Equal Employment Opportunity Guidelines.

	Job Requisition Number:       
	Position Title:       
	Department Number:      

	Recommended Candidate:       

	Appropriate Administrator:       

	Salary Offer Accepted
:  $     
	 Start Date:       
	End Date (if applicable)
:       


	Selection Committee (list name, title, and department and identify chair of committee):       

	Recruitment Efforts:  SSU Job Opportunities web site, SSU job line, SSU campus department mailing, CSU Careers web site, Higher Education Recruitment Consortium,      

	Selection Process:       


	In the table below, list the candidates you have interviewed, and in the Notes column, list one to three of the primary job-related reasons for either SELECTION (hire or qualified) or NON_SELECTION for each candidate interviewed.  Indicate the result of the interview based on the following codes:

	H – Recommended for hire
	Q – Qualified, would recommend for hire
	W - Withdrew application
	X –  Rejected
	D – Declined employment offer

	Candidate
	Result
	Notes

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     


Signatures:

	Chair, Search Committee:  __________________________________________________
	Date:  _______________

	Appropriate Administrator:  _________________________________________________
	Date:  _______________

	Dean, Director:  ____________________________________________________________
	Date:  _______________

	President/Vice President:  ___________________________________________________
	Date:  _______________

	Human Services:  ___________________________________________________________
	Date:  _______________


� Pay above the minimum of the range requires justification in a separate document attached to this report.


� For positions that are not probationary
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