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Understand the overall
picture of the Tenure Track
Hiring process, your role, and
the goals of the IHP

Be familiarwithimportant
considerations for
completing your requisition

Understand the full process
for completing IHP approved
Tenure Track Faculty
recruitments

Review the tools and
resources available to you
throughout the search



FACULTY RECRUITMENT AND RETENTION
AT UO

UO is continuously enrolling largerincoming classesfilled with students that are
both more accomplished and more diverse.

Students are arriving on our campus with varying degrees of skills, cultural
backgrounds, intercultural competencies, support systems, and different
degrees of accesstoresources.

To ensure their success, itis of criticalimportance that we continue to work
towards creating a supportive and diverse learning environment.

A major component of creating such an environmentis the hiring and retention
of diverse faculty.
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LET’S DIVE INTO

THE SEARCH
PROCESS
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Meet Your IHP HR Team

MEEVE
Anderson

Shawna
Gilbert




Institutional Hiring Plan TTF Process Overview

=

Launchingthe Search Conducting the Search Completing the Search
Search plan, develop position Criteria Matrix, Candidate Review Term Sheets and Contingent Offers
language Interviews and deliberations FormalNotice of Appointment

Complete MyTrack Requisition



Launching

the Search




2024 |HP: TTF Search Requisitions

@)

Office of the Provost
(OtP) launches
requisitions and routes
to unit for completion
and submission

Unit convenes
committee, prepares
Search Plan, drafts and
reviews advertising
language

Y

Unit enters job posting
information, uploads
Search Plan, and
completes

requisition in MyTrack

Unit routes forreview

v

Human Resources
reviews approved
requisition and sets up
job posting



Updates and Reminders for 2024-2025

02 03 05

HR Recruitment Units canrun If your search
Consultants will their own committee
review the demographic would like to
searchplan and reports for their work with
requisition, and pools in a search
canconsult or MyTrack! advocate,
connect units to contact

the Active Charlotte

Recruitment Moats-
Team Gallagher.




 Search Administratorvs. Search Chair

* Search Administrator can see feedback left on
applicants via search committee review tool in
MyTrack; this role does not give access other than to
feedback.

e Search Chair must be the chair of the search for
reporting purposes, even if you do not plan to use the
search committee review tool in MyTrack.

User ROIeS  Search Committee members

e List all search committee members; this can be
updated after your requisition is approved/as you
move through the search.

* Even if you are not using the system to record
committee review of materials, you must include the
full search committee on the requisition.




Other users on the requisition

* Hiring Manger: Sees the requisition, sees the
applicants, and can adjust applicant statuses

 HR Administrator: Sees the requisition and
applicants, cannot adjust statuses

* Hiring Manager Proxy: Sees the applicants; can
adjust applicant statuses ONLY if
“Selection Outcomes” is chosen along with
Proxy access

User Roles

Find more information here:
https://hr.uoregon.edu/mytrack-user-roles-permissions




Requisition Tips

e You can use one or both e These must match e Thisis the small summary
fields as you see fit for minimum qualifications of the job that lives on the
your advertisement, just listed in the United main UO Careers page
do not duplicate the same Academics CBA under the job title
textin both e If you have questions, e Generally completed by

reach out toyour HR for consistency

Recruitment Consultant



Reminders from OtP

DO

Referencethe public IHP documentfor
correctIHP #'s and related hiring line
information

https://provost.uoregon.edu/sites/default/files

[2024-05/2024-ihp-final-5.24.24. pdf

Do not:

Change IHP #in the requisition process

Flip hiring line information around. It impacts
central tracking systems, communications
about hires, and relevantapprovalinformation
OtP keeps on file

6/3/2024
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Requisition Fields

o oupose ————— Nowrole

Posting Title

Timesheet org, Index, Account
code, percentage

Application deadline

Advertising location

To communicate the positionto
candidates

Allows HR Operations to set up
the assigned B# with the correct
information for payroll

This tells candidates the last day
they can submittheir application
to ensure consideration.

Tells candidates where the
position is located

Checkthatit matchesthe
approved IHP (including rank)

Double check spelling

Enter this information and make
sure it is accurate

Confirmthat this date matches
the timeline onthe search plan.

If your unit has faculty at multiple
campuses, confirmthe correct
location.

6/3/2024 20



Requisition Fields — Application
Materials

6/3/2024

Required application materials section lists and describes
everythingthe applicant needsto includeintheir
application.

These instructions should be easy to read and formatted
with bullet points.

There are only six upload fields onthe faculty application. If
you are asking for more materials, please ask candidatesto
merge into fewer documents.

We recommend limiting what we ask for from candidates -
work with your committees to reduce the requirementsto
what they truly need to make initial decisions.

This is also the section where you would provide a link to
AJO or MathJobs if you are collecting applications there.




Application Field — Position Announcement

* The position announcementdetails the specifics of the position. This is most similar to the
“position summary” in non-TTF position descriptions.

* While the position announcementsvary in length and detail, apply your candidate friendly
lens and make recommendationsto the committee.

* Sometimes when committees write the position announcement, they include qualifications
in this section.

* E.g.“We’re looking for candidates with research interestsin x,y, or z subfield” or “The
ideal candidate will have an exceptional publishing history in top journals”

* Discuss with your committee whether these are minimum or preferred qualifications
and add them to the appropriate section.

6/3/2024 22



Requisition Field - > g
Department/University ~ x
descriptions

* These two fields can be used to
describe the department and the
university/community.

* Asyou review what the committee
provided, consider the candidate
experience. Do these descriptions
add valuable information?

* Consider how the committee has
described the
department/university/community.
Are there ways in which these
descriptions could be
unintentionally alienating to some
candidates?

6/3/2024




Requisition Field -
Minimum and
Preferred

Qualifications

The minimum qualifications should
reflect the true minimums to be
successful in this position.

Preferred qualifications are the “nice to
haves” that would make someone an
exceptionally qualified candidate.

The minimum and preferred
qualifications are the evaluation
criteria.

Please work with your committees to
discuss what their criteria are and how
to reflect those in these two sections.

6/3/2024

24



Veteran's Preference

* Veterans that meet the posted minimum qualifications for
the position need to interviewed.

* This means, if the only posted MQ is a Ph.D. (or other
degree) any veteran that meets that MQ must be
included in first round interviews.

* Once aveteran has been interviewed, they should be
given the equivalent of 5% or 10% (disabled
veteran) preference. If this preference movesthem into
the group moving forward, they should also be
moved forward.

* Otherwise, it should be documented why they are not
moving forward. That documentation should include the
job-related reason that aligns with the posted criteria.




MyTrack Faculty Application

* IHP Requisitions will be assigned the Faculty * Optional fields:

Application, which contains different fields than * Letterof Interest(if required)
the typical application. * Teaching Statement (if required)
. : : . * ResearchStatement(if required)
Requiredfielas: . . * Additional Required Document 1
* Personal Details/Profile » Additional Required Document 2
* Document Upload Fields * Additional Required Document 3

e CV-Required
* Three referencefields

* Candidate may add additional
referencefields

* Name, phone, emailrequired

e Standard applicant notices and
demographic requests

 Examples of additional documents:

« Statement of Contributions to Equity and
Inclusion (now required for TTF searches)

* Portfolio or writing samples

* Evaluations



Search Plan

* Every search should beginwith a plan for recruitment.

 Search Plans are required before the Office of the
Provost approves MyTrack IHP TTF Requisitions (and
therefore before the position can be posted).

* Upload your search plan tothe Documents tab of the
requisition.

* You can help supportyour committees by providing
examples of search plans, helping them map out a
reasonable timeline, noting where more detailis
needed, etc.

Resources:

Search Plan template and Expected TTF Search Practices document are posted
online: https://provost.uoregon.edu/conducting-ttf-search and
https://provost.uoregon.edu/expected-practices-ttf-searches

https://community.uoregon.edu/courses/18766




Job Postings

* Human Resources posts to:
* UO Careers Site
e Chronicle of Higher Education Vitae (Online) - no action required, automatic!

* Unit posts to:
* Additional advertising locations noted in Search Plan

* Job Elephant can be a resource to assist with managing postings:
https://ijobelephant.com/university-of-oregon/
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LET’S TAKE A
5 MINUTE BREAK
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2023 |IHP TTF Search Requisitions

Search Committee reviews
applicant materials,
identifies short list to move
forward

Dean reviews and approves
finalist, Deans can discuss
some offer elements with
finalistand will forward
additional offerinformation to
OtP forreview/approval

Dean reviews and approves
short listed candidates (or
discusses further)

Once proposedterms are
negotiated, Deans submit
Term Sheet and begin draft
offer letter and contingent
offer package processes

Search committee
structures and conducts
interviews, recommends

finalist(s)




e All search committee members must
complete an implicit bias training.

.Befpre o The Division of Equity and Inclusion posts
Application training o
. information at hittps://inclusion.uoregon.ed
Review: u/implicitbias
|mp[|C|t NER - Committees should have active discussions
S on the topics raised in the training and bring
Tl‘alnll’lg these ideas to light throughoutthe search
process.

* You can supportthis by reminding committee
members to watch the training (it’s 24
minutes!) and scheduling time prior to
application review forthem to discuss.




Before Application Review: Applicant Demographics

* You can run an applicant demographic report prior to applicant review.

* You can run the report before the application window closes to help inform your
recruitment and/or you can run it right after the review date to get a snap shot of your

applicant pool.
* If the search committee and/or dean, after discussion with the Executive Vice Provost,
determine that the pool is not sufficiently diverse, they have the option to discontinue

the search.
* |f a search is discontinued at this step, it will be expected to continue as part of the

2025 IHP (for search year 2025-2026).




Applicant Demographic Data from MyTrack

Report Date: 05/24/2023

Legal Sex # W

Female [T
Male e B0%
Mot Specified 16 a%
Raco® # L3

American Indian or Alaska Native o 0%
Asian 1684 38%
Black or African American 3 1%
Mative Hawaiian or Other Pacific Islander 1 0%
‘White 207 52%
Two or More Races 5 1%
Not Speaified 0 8%
Y¥as, Hispanic or Latino 19 8%
Mo, Not Hispanic or Latino 380 9%
Mot Speaified 18 8%
Yes 0 0%

No g4 A%
Not Disclosed 5 1%

Not Speaified a 2%

Oregon Veteran's Status® #

Yes-Veteran {+5%) L 0%
‘Yes-Disabled Veteran (+10%) L 0%
Mot Specified 200 50%

Yes 15 4
No 347  8a%
Not Disclosed W %
Mot Specified a 2%
Application Sgurg
Careers Site a2 8%
Notification Emails 4 13%
Website 28 88%
Referral 48 12%
By CurrentFormer Employee 20 43%
All Other Referral Types 28 ET%
Online Sources 303 Te%
Register GuardiOregonlLive [ 0%
All Other Online Sources 303 100%
Print Posting 2 1%
Register Guard 0 0%
All Other Print Sources 2 100%
No Response ] 0%

Oragan T
Other US 206 72%
international 106 27%

UNIVERSITY OF

- OREGON

Total Applications:

Legal Sex Race
Female =Male =HNot Specified 250 27
- 200
350
316 151
30 150
13 100
200 0
150 o 3 1 5
1m 66 Arnerican Indizn fsian Black or African  Native Hawaiian White Twoar More  Not Specified
0 ; ar Alaska Native American of Other Pacific Reaces
= [——
a
Ethnic Group Federal Veteran Status Disability Status
Yes, Hispanic of Latine =M, Net Hisparic s Latina Wes  No =NotDisclesed = Not Specified Wes Mo =NotDisclesed = Nat Specified
= Mot Specified 250 ac0
384 347
4m 40 “ 50
350 El)
00 N 250
20 250 200
2 200 150
1m 150 100
19 100 50 15 285 3
0 50 0 5 8 o
0

Loga

gal Sox by Race Mabrix
Black or African

Native Hawaiian

American Indian Two or More Race Not
or Alaska Native Asian Amerigan  °F Other Pacific oLl Races Specified
Islander
Fomale [} 29 0 eN 1 5
Male [} 122 8 o 178 4 1 186
Legal Sox Mot Specified 0 L o 1 o L 14 15
Total 0 154 3 1 207 5 2 97
Ethnic Group by Legal Sex Matrix Female Male ""::f:;:"‘ Total Requires Viea Sponsorship
Yes, Hispanic or Latino 1 18 L] 19 Indicated L 0%
Wa, Mot Hispanic or Lating & 293 a 260 Nat Indicated 0 3
Ethnic Group Mot Specified 2 5 11 18 Mat Specified 200 50%
Tatal & e 18 197

*Motes on caloulations: Please be aware that some questions allow for multiple selections; totals have the potential to exceed 100%.

If more than ane race is selected, that applicant will be counted 0NGe in the "two or more’ category and will ot be recounted in each individual race category selected.
Oregon’s Veterans Preference "Not specified” only counts values regarding the veteran question, not the disabled veteran question.

Applicants responding "Ho® do not show in either count. Guestions? Contact us at talent@uoregon. edu

Must have at least 10
applicants to receive
the report.

If you wish to explore
demographics of a
short list, reach out to
your Recruitment
Consultant before
updating candidate
statuses



Before Application Review

Units can request a Search Committee Briefing from Talent Acquisition
* To request, email talent@uoregon.edu or your assigned recruitment consultant.
* Your Recruitment Consultant will reach out to discuss options

Know how you will distribute candidate materials to committees and share that plan with
the committee.

Have a plan for documentation — where will committee scoring rubrics, notes, etc. be
kept?

Make sure your committee has had ample time to norm on the job criteria. Consider using
a criteria matrix.

If your search will be collecting applications in AJO or Mathjobs, have a plan for how you
will collect relevant materials throughout the search.




Veteran’s Preference

Before you schedule If the committee has Ask your recruitment If your committee is
initial interviews, check marked that a veteran consultant for help planning to ONLY host
that veteran’s does not meet MQs, EARLY. Not at the point on campus interviews,
preference has been verify that —ask the of offer. Please. let’s chat.

properly applied. committee to write up

an explanation of how
the candidate doesn’t
meet.

6/3/2024 37



Resources for running your search

The community canvas site has Check there for tips on equitable Recruitment Consultants are also
resources geared toward search candidate review, structuring available for questions, advice, and
committees, but that are valuable interviews, and more consultations on tricky situations

foryou as well



Reference Letters — Best Practices

Don’tcollect them at all

If you do, though, make sure the committee discusses what job-related information
they are seeking to assess with reference letters

Collect laterin the process (e.g. just from the short list or finalists)

Give letter writers and candidates as much time as possible

Have a plan for how you will consistentlyhandle commonissues.



Before you
begin

* DONOT INITIATE collection before
the application review date

* Let candidates knowthat you’ll be
reaching out directly to their
referencesto collect letters.

* Askthemto loginto their
application and confirm their
references are correct and the
spelling of the email address is
accurate.




Reference Letter
Collection — Option 1

Applications
14 Jobs have applicants for
* Via the applications “tile” of your MyTrack
Dashboard, access your applicant list for the Bl iEantassBinelit
appropriate search. ey

* Move selected candidates to status “Reference
letter requested (online form).” Do not use
“reference letter requested (offline)” - this will
notinitiate any action.

Date submitted Current application status Selection Outcome

QUEFLR023 NED Select a selection outcome v

Select a selection outcome

i DO n ’t fO rget tO SC rO u. U p a n d p reSS “S U b m it” Aug 22,2023 M= Mot Considered, Did Mot Progress

Initial Committes Review

. . . Aug19, 2023 New Reviewed, Not Selected
* This will send out requests to referees and give Shortisted
. eference Letter Requestad (Online Form
them 30 dayS tO Upload thelr letters. The 30'day Eefermcetegergeguesiedigfﬂ ne]F )

period is fixed and can’t be changed. Referees
receive a reminder after 10 days.



Reference Letter Collection — Option 2

Go to list of applicants from the requisition
Click view applications

Select the candidates you want to collect
letters for.

* You can only collect for up to 60 candidates
at one time —so you’llneed to do it in batches
if you’re checking large lists of candidates.

Navigate to the dropdown at the top, “select

a bulk action,” and choose “bulk reference
check”.

View applications

Select a bulk action  w

@ Assistant Professor of Chemistry, Bi




Reference Letter Collection — Option 2

* Enter an expiration date that is AT please fill i all mandatory ieds marked with a asterisk %)
LEAST 14 dayS from tOd ay- Bulk action status: @ 1Applicant = Complete

. LOOk at 3 Calendarto be eXtra sure you,re You have requested to perform reference checks for 1 applicants.
selecting a date that is at least 2 full weeks

Please select the expiry date for the reference check invitation:

from tOday, Invitation expiry date:* Sep 8, 2023
* Each candidate’sreferees should be given the
same amount of time to complete references. cancel

If working in batches on the same day, be sure
to pick the same date each time. If requesting
letters over multiple days (not recommended)
make sure to give the SAME NUMBER OF
DAYS.

* Errors here havestrong potential to confuse
applicantsand their referees and are labor-
intensive to correct; we advise caution.

* When ready, click Next button.



Reference Letter Collection — Option 2

 MyTrack will populatethe auto generated email

You are able to request reference checks from 12 references, on behalf of 4 applicants.

template.
Preview the references who will be invited to provide reference checks
° Change the lfrom’ f|e|d from to your ema|| address Emails will only be sent to references with a valid email address.
(the person ma naging reference Collection) SO that You can communicate using the methods below:

you can be looped in on questions or

troubleshootingthat may need the attention of the
search committee.

e Editthe body of the email to include YOUR
signature and contact information.

« DON’T EDIT THE REST OF THE EMAIL — especially
anythingin {}. When ready, click “Finish.”

From:* youremail@uoregon.edu

Subject:*  Reference Letter Requested



Plan Ahead

Discuss as a committee how you will handle
review scenarios consistently across your
candidates:

Some candidates will list 3 references and
some will optto list extra. How many letters
constitute completion, and how will you treat
extra recommendations?

What if fewer than 3 letters are received for a
given candidate?

Will you accept letters that come in late (will
need to be accepted via email and uploaded
to candidate profile), and if so, how late?

Will you accept letters submitted via email if
referee realizes there was an error in their
original submission? Will you accept letters
submitted via email due to error in reference
contact information not caught prior to
collection?

~2



Resources

* https://provost.uoregon.edu/active-recruitment-tenure-track-
faculty-searches

* https://provost.uoregon.edu/expected-practices-ttf-searches

* https://community.uoregon.edu/courses/18766/pages/faculty-
searches-module-overview?module_item_id=7362

* https://hr.uoregon.edu/completing-hires-through-other-systems




Questions?

UNIVERSITY OF

OREGON

O




UNIVERSITY OF

OREGON




