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Faculty Search Training

Equity and Access Office  
Old Main, Room 113, Box 4083 

www.nau.edu/equity-and-access 

Q: Why have a detailed search process?
A. 1. We value diversity and inclusion which are reflected in every stage of the process. 2. Equal opportunity, non-
discrimination, affirmative action and other laws and regulations require a fair, uniform, transparent and
documented process.

Q: What is the process?
A. For faculty, the process is Appendix C to the Conditions of Faculty Service.

Q: Who is responsible for following the process?
A: Everyone involved in the screening. Primary responsibility rests with the deans and chairs, with the Office of the 
Provost and the Equity and Access Office having oversight responsibility. 

Q: What happens if the process is not followed?
A: Depending on the severity of the problem, the university’s federal funding and contracts could be at risk. The 
committee and the university would have difficulty defending the selection and could be subject to litigation or 
redoing the search. 

Q: Whom do I call for help?
A: The staff at the Equity and Access Office can guide you through the process, review documents in draft, provide 
recruitment sources and explain the affirmative action responsibilities. For questions relating to load, salary, title 
and other issues, contact the Vice Provost for Academic Personnel. 

Primary contacts:
Equity and Access (928) 523-3312
Alyssa Deaver (928) 523-7950
Priscilla Mills (928) 523-7855
Pam Heinonen (928) 523-9342

Q: What is our affirmative action obligation?
A. Essentially, the obligation is to recruit in ways which will attract women, minorities, veterans and individuals
with disabilities to NAU and which will help to correct the underutilization of women and minorities in certain job
groups. Besides being one excellent way to increase diversity at NAU, the obligation stems from NAU’s status as a
federal contractor.

Q: How do we know what to do to meet our obligations?
A: Each year, NAU publishes an Affirmative Action Plan for Women and Minorities and an Affirmative Action Plan for 
Veterans and Individuals with Disabilities. These documents show how NAU is doing in terms of having a 
representative workforce, and describes action oriented programs designed to correct underutilization. 

Q: How do we know if we are currently underrepresented or if we have recruited a representative pool of 
applicants?
A: Each year EAO publishes a set of figures in the Affirmative Action Plan which serve as goals for the institution. 

http://www.nau.edu/equity-and-access


Faculty, Administrative Faculty and Academic Professionals
Vacancy Announcement Information

Human Resources Department
PO Box 4113  Flagstaff, AZ 86011-4113
(928) 523-2223  http://www.nau.edu/hr

Position Announcement

Position Available:

Department:

Special Information (This section includes information about whether or not the position is subject to the availability of funding, the

location of the position if other than the Flagstaff Campus, and tenure track eligibility).

Job Description

Minimum Qualifications (These should be objective, precise qualifications)

Preferred Qualifications

General Information (This section is largely pre-built into the ePOST. You may select the short, medium or long general NAU
descriptions. You may also include additional information pertaining to the specific department/unit or college in which this 
position resides; the latter is especially important for positions outside of Flagstaff.)

Salary

Application Deadline

This position will be open until filled or closed.  Review of applications will begin on __________________________

Application Procedure

Northern Arizona University is a committed Equal Opportunity/Affirmative Action Institution. Women, minorities, veterans and individuals 
with disabilities are encouraged to apply. NAU is responsive to the needs of dual career couples.  Form A-1 Revised 1/2018

http://www.nau.edu/hr


Standard General Information Language for NAU Faculty Ads
and Job Posting 

July 2019

Long version: 

Northern Arizona University has a student population of 31,073, including approximately 23,000 on its 
main campus in Flagstaff and the remainder at more than 20 locations statewide and online.

Committed to a diverse and civil working and learning environment, NAU has earned a solid 
reputation as a university with all the features of a large institution but with a personal touch. NAU carefully 
balances teaching, scholarship and service with a faculty and staff dedicated to each student’s success.  All 
faculty members are expected to promote student learning and help students achieve academic outcomes.

While our emphasis is undergraduate education, we offer a wide range of graduate programs and 
research that extend to such national concerns as forest health and bioterrorism. Our institution has 
carefully integrated on-campus education with distance learning, forming seamless avenues for students to 
earn degrees.

Flagstaff has a population of about 70,000, rich in cultural diversity. Located at the base of the 
majestic San Francisco Peaks, Flagstaff is 140 miles north of Phoenix at the intersection of Interstate 17 and 
Interstate 40.

With its elevation of 7,000 feet and four-season climate, Flagstaff is ideal for year-round outdoor 
activities. Nearby attractions include the Grand Canyon, Lowell Observatory, Oak Creek Canyon, Sedona, 
Monument Valley, Sunset Crater, Meteor Crater, and Arizona Snowbowl.

The university is committed to a diverse and civil working and learning environment. For information 
about diversity, access and equity at NAU, see the Center for University Access and Inclusion webpage.

Medium version: 
Northern Arizona University has a student population of 31,073, including approximately 23,000 on its 

main campus in Flagstaff and the remainder at more than 20 locations statewide and online.
Committed to a diverse and civil working and learning environment, NAU has earned a solid reputation 

as a university with all the features of a large institution but with a personal touch, with a faculty and staff 
dedicated to each student’s success. All faculty members are expected to promote student learning and help 
students achieve academic outcomes.

While our emphasis is undergraduate education, we offer a wide range of graduate programs and 
research. Our institution has carefully integrated on-campus education with distance learning, forming 
seamless avenues for students to earn degrees.

Flagstaff has a population of about 70,000, rich in cultural diversity. Located at the base of the majestic 
San Francisco Peaks, Flagstaff is 140 miles north of Phoenix at intersection of Interstate 17 and Interstate 40.

The university is committed to a diverse and civil working and learning environment. For information 
about diversity, access and equity at NAU, see the Center for University Access and Inclusion webpage.

Short version: 
Northern Arizona University is a 31,073-student institution with its main campus in Flagstaff, a four-

season community of about 70,000 at the base of the majestic San Francisco Peaks. NAU’s emphasis on 
undergraduate education is enhanced by its graduate programs and research as well as distance learning. All 
faculty members are expected to promote student learning and help students achieve academic outcomes.

The university is committed to a diverse and civil working and learning environment. For information 
about diversity, access, and equity at NAU, see the Center for University Access and Inclusion webpage.

nau.edu/Center-for-University-Access-and-Inclusion/
nau.edu/Center-for-University-Access-and-Inclusion/
nau.edu/Center-for-University-Access-and-Inclusion/






Form A2: Recruitment Plan for Administrators, Academic Professionals, and Faculty Positions

Date: Department: 
Position Title:   
This Plan Completed By: 

INSTRUCTIONS: This form is to be filled out, saved, and attached to the initial electronic requisition. 
Updates may be sent directly to Equity and Access at EquityandAccess@nau.edu throughout the 
posting and search process. The minimum 30 day period for advertising does not begin until the 
Provost approves the requisition and the position is posted on the HR website. 
For faculty positions, the advertising period will remain open until the position is filled or 
permission to close is received. For Academic Professional positions, the advertising period will 
remain open for at least 30 days. The hiring department is responsible for creating all newspaper 
ads and other advertising. Contact Human Resources for assistance with placing advertising. 

Committee Chair: 
Phone:   
E-Mail:

 Chair/Director: 
Phone:   
E-Mail:
Screening Committee Members:

Advertising: 

Publications, journals, newspapers, websites, or other formal postings to be used to solicit 
applications (must include recruitment resources that target women and minorities): 
Name of recruitment resource: Date: 

Mail, telephone, fax, e-mail, or word of mouth contacts to be made with the following 
institutions or organizations to solicit applicants (must include recruitment resources that 
target women and minorities): 
Name of institution or organization Date: 

FORM A2

mailto:EquityandAccess@nau.edu


Mail, telephone, fax, e-mail, or word of mouth contacts to be made with individuals to invite 
their application: 
Name and Title of Individual Contacted: Address: 

FORM A2



Northern Arizona University Affirmative Action Recruitment Goals for Minorities and Women: Faculty 
Effective January 1, 2018 to December 31, 2018 

 
Important note: In compliance with NAU’s affirmative action program and to promote a diverse workforce, every 
search committee should advertise and/or reach out to recruitment sources in a way calculated to reach potential 
applicants who are women and minorities. Ideally, your pool of applicants should reflect the percentage of women 
and minorities in the recruitment area who have the requisite skills and education for the position. To find out the 
availability of women and minorities for your position, complete Steps 1 and 2. 
 
In some situations, a goal (not a quota) exists for a particular Job Group because the percentage of women and/or 
minorities in the NAU workforce has been lower that the calculated availability. In these cases, the search 
committee should contact EAO to discuss recruitment strategies. To find out if your Job Group has a goal, complete 
Step 3. 
 
Step 1. When you have a job opening, find the job group number for the job title or job code in the Job Group Table. 
Step 2. Find the job group number in the left hand column of this chart. The percentages listed in the two right 
columns reflect the calculated availability of those who are potentially qualified for a position within the job group. 
If you’ve made sufficient recruitment efforts, the demographics of your applicant pool should closely mirror the 
availability percentage. (A report of the de-identified pool demographics will be sent to the department hiring 
supervisor). 
Step 3. A percentage that is bold with blue shading indicates that the job group is not close enough to the 
established availability and, therefore, extra recruitment efforts need to focus on ensuring women and/or minorities 
are specifically targeted for recruitment. Goals are not quotas. 

Job Group % Women 
% Total 

Minority 

01.A-01 – Management Occupations – All Others 67.44 42.24 

01.A-02 – Management Occupations – Directors 96.38 32.51 

04.C – Arts, Design, Entertainment, Sports, and Media Occupations 34.79 22.05 

05.A-02 – Postsecondary Teachers – Academic Transition Programs 48.01 25.24 

05.A-03 – Postsecondary Teachers – Anthropology 48.01 25.24 

05.A-04 – Postsecondary Teachers – Applied Indigenous Studies 48.01 25.24 

05.A-05 – Postsecondary Teachers – Biological Sciences 48.60 20.19 

05.A-06 – Postsecondary Teachers – Center for Business Outreach 48.01 25.24 

05.A-07 – Postsecondary Teachers – Chemistry & Biochemistry 48.01 25.24 

05.A-08 – Postsecondary Teachers – COE: Educational Leadership 48.01 25.24 

05.A-09 – Postsecondary Teachers – COE: Educational Psychology 48.01 25.24 

05.A-10 – Postsecondary Teachers – COE: Educational Specialties 48.01 25.24 

05.A-11 – Postsecondary Teachers – COE: Teaching and Learning 48.01 25.24 

05.A-12 – Postsecondary Teachers – College of Arts & Letters 48.01 25.24 

05.A-13 – Postsecondary Teachers – College of Social & Behavioral Sciences 48.01 25.24 

05.A-14 – Postsecondary Teachers – Communication Sciences & Disorders 48.01 25.24 

05.A-15 – Postsecondary Teachers – Comparative Cultural Studies 50.52 22.71 

05.A-16 – Postsecondary Teachers – Criminology & Criminal Justice 48.01 25.24 

05.A-17 – Postsecondary Teachers – Center Science Teaching & Learning 49.98 25.22 

05.A-18 – Postsecondary Teachers – Civil Eng, Construction Mngmnt & Environmental Eng 36.11 20.17 

05.A-19 – Postsecondary Teachers – Dental Hygiene 48.01 25.24 

05.A-20 – Postsecondary Teachers – Ecological Restoration Inst 48.01 25.24 

05.A-22 – Postsecondary Teachers – English 48.25 25.23 

05.A-23 – Postsecondary Teachers – Ethnic Studies 49.59 25.22 

05.A-25 – Postsecondary Teachers – Geography, Planning & Recreation 48.01 25.24 

05.A-26 – Postsecondary Teachers – Global Languages and Cultures 48.01 25.24 

05.A-27 – Postsecondary Teachers – Health Sciences 48.01 25.24 

05.A-28 – Postsecondary Teachers – History 48.01 25.24 

05.A-29 – Postsecondary Teachers – Honors 48.01 25.24 



 

05.A-31 – Postsecondary Teachers – MA in Sustainable Communities 51.95 25.20 

05.A-32 – Postsecondary Teachers – Mathematics & Statistics 48.69 20.19 

05.A-33 – Postsecondary Teachers – Mechanical Engineering 34.16 27.66 

05.A-34 – Postsecondary Teachers – Merriam Powell Center for Environmental Research 48.01 25.24 

05.A-39 – Postsecondary Teachers – Philosophy 33.61 17.67 

05.A-40 – Postsecondary Teachers – Physical Therapy & Athletic Training 48.01 25.24 

05.A-42 – Postsecondary Teachers – Physics and Astronomy 29.22 15.14 

05.A-43 – Postsecondary Teachers – Politics & International Affairs 48.01 25.24 

05.A-44 – Postsecondary Teachers – Psychological Sciences 54.71 15.26 

05.A-45 – Postsecondary Teachers – School of Earth Sciences & Environmental Sustainability 52.45 15.74 

05.A-46 – Postsecondary Teachers – School of Art 48.69 25.23 

05.A-47 – Postsecondary Teachers – School of Communication 48.29 25.23 

05.A-48 – Postsecondary Teachers – School of Forestry 48.01 25.24 

05.A-49 – Postsecondary Teachers – School of Hotel Restaurant Management 48.01 25.24 

05.A-50 – Postsecondary Teachers – School of Music 48.36 25.23 

05.A-51 – Postsecondary Teachers – School of Nursing 56.14 20.19 

05.A-52 – Postsecondary Teachers – Sociology and Social Work 48.01 25.24 

05.A-53 – Postsecondary Teachers – Theatre Department 48.01 25.24 

05.A-56 – Postsecondary Teachers – WA Franke College of Business 48.01 25.24 

05.A-57 – Postsecondary Teachers – Women’s and Gender Studies 51.16 25.21 

05.A-58 – Postsecondary Teachers – SICCS 34.52 18.00 

05.A-59 – Postsecondary Teachers – Undergraduate Retention 48.01 25.24 

05.A-61 – Postsecondary Teachers – Center for International Education 48.01 25.24 

05.A-83 – Postsecondary Teachers – Off Campus Education 48.01 25.24 

05.A-84 – Postsecondary Teachers – Athletics 48.01 25.24 

05.A-86 – Postsecondary Teachers – President – Administration 48.01 25.24 

08.C-01A – Other Educators/Training/Librarian Occupations – Management 40.95 21.52 



Search Committee Members Name:  Alex, Tay, Nora, Jade, Mitchell

Vac.#700150 Position Title - Dept., 
Flagstaff AZ

Minimum 
Requirements  Preferred Qualifications

APPLICANT INFORMATION See 1-3 
Minimums

P.1. P.2. P.3. P.4. P.5. P.6. P.7. P.8. P.9. P.10. P.11. Up to 100 Overall Scores Comments Status 
Codes

Last First Y-or-N 0-6 0-4 0-14 0-30 0-8 0-9 0-82 0-43 0-44 0-95 0-46 0-100 Alex Mitchell Nora Tay Jade AVERAGE Column7 Column8
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0

Sample Minimums

1 Earned Doctorate in X, or closely related field, by date of hire

2 At least 1 year college teaching experience (can include college teaching as a graduate assistant)

3 At least 2 years research experience (can include research assistant)

Sample Preferred Qualifications:
1 Graduate of a X-based graduate program

2 Earned Doctorate from an accredited X program

3 Two or more years of relevant teaching experience in X-based graduate courses

4 Evidence of strong scholarly productivity and the potential for future independent and collaborative scholarship, including success in seeking extramural grant support

5 Ability/experience or strong interest in recruiting, advising, and mentoring graduate students, including advisor for student research

6 Experience and skills to supervise student affairs graduate students in fieldwork, practicum, and internship sites throughout the college campus and local community college

7 Experience and skills in supervising, advising, and studying culturally diverse populations in the southwest, including rural, Hispanic, Latino, and Native populations

8 Demonstrated strong interpersonal skills and ability to work effectively with department chairs, other program directors/coordinators, faculty, staff, students, and associated members of the professional community

9 Active involvement or leadership roles in national associations

10 Experience in networking/collaborating within and across colleges and universities

11 Ability/experience or strong interest in working with distance technologies, such as web-based instruction



Status Codes for Applicant Tracking

The composite matrix must include codes for all applicants not being hired for the position. Specific reasons for a 
status decision must be kept in the search file ‐‐ either on the matrix or by other documented means. 

Rejection Codes
Note: The different colored sections correspond to the different stages of the search process noted in the Step column

Code Step Reason 

R00 Initial review Does not meet minimums - needs sponsorship but position ineligble for sponsorship
R1  Initial review Does not meet minimums – Education 
R2  Initial review Does not meet minimums – Experience 
R3 Initial review Does not meet minimums – Combination education and experience 
R4 Initial review Does not meet minimums – Certifications or licenses 
R5 Initial review Does not meet minimums – Skills 
R6 Committee review and matrix Does not meet preferred qualifications – Education 
R7 Committee review and matrix Does not meet preferred qualifications – Experience 
R8 Committee review and matrix Does not meet preferred qualifications - Combination education and experience 
R9 Committee review and matrix Does not meet preferred qualifications – Certifications or licenses 
R10 Committee review and matrix Does not meet preferred qualifications – Skills 
R11 Phone interview Not best qualified – Education 
R12 Phone interview Not best qualified – Experience 
R13 Phone interview Not best qualified – Skills 
R14 On-campus interview Not best qualified – Education 
R15 On-campus interview Not best qualified – Experience 
R16 On-campus interview Not best qualified – Skills 
R17 References and/or background check Failed reference or background check – include specific reasons in file 
R18 Late Application Offer was made and/or accepted prior to application being received 
R19 Work Eligibility Lacks proof of eligibility to work in the U.S. 

Withdrawal Codes: 
Code Step Reason 

W1 Initial review Withdrew before application review 
W2  Committee review and matrix Preferred qualifications - Salary requirements 
W3  Committee review and matrix Preferred qualifications - Unable to relocate 
W4 Committee review and matrix Preferred qualifications - Unable to travel 
W5  Committee review and matrix Preferred qualifications - Work schedule/teaching load 
W6  Committee review and matrix Preferred qualifications - Offered other job  
W7 Committee review and matrix Preferred qualifications – Applicant did not specify 
W8 Phone interview Salary requirements 
W9 Phone interview Unable to relocate 
W10 Phone interview Unable to travel 
W11 Phone interview Work schedule/teaching load 
W12 Phone interview Offered other job  
W13 Phone interview Unable to contact (attempted at least 2 times) 
W14 Phone interview Applicant did not specify 
W15 On-campus interview Salary requirements 
W16 On-campus interview Unable to relocate 
W17 On-campus interview Unable to travel 



Status Codes for Applicant Tracking

Withdrawal Codes: 
Code Step Reason 

W18 On-campus interview Work schedule/teaching load 
W19 On-campus interview Offered other job  
W20 On-campus interview No show 
W21 On-campus interview Applicant did not specify 
W22 Post offer Salary requirements 
W23 Post offer Unable to relocate 
W24 Post offer Unable to travel 
W25 Post offer Work schedule/teaching load 
W26 Post offer Offered other job  
W27 Post offer Unable to contact (attempted at least 2 times) 
W28 Post offer Applicant did not specify 
W29 Incomplete Application Applicant submitted incomplete application; Contacted candidate twice with no response 



Form C: Administrator, Academic Professional and Faculty Interview Information Form

Instructions:

List all candidates who were proposed for interviews from the composite matrix in alphabetical order. For each candidate interviewed,
please indicate date of interview – both telephone and on-campus (if applicable). EVERY candidate not moving forward in the process must 
have a status code (either a reject code or withdrawal code). The candidate(s) hired will have “Hired” as their status. 

Position Title: Vacancy Number: 

Department: College: 

Name (Last Name, First Name) Date of Phone Interview Date of Campus Interview Applicant status after 
interview (Use status codes) 

Attach a separate memo that clearly indicates the job-related strengths and weaknesses of the candidates who were interviewed by 

phone or by phone and in-person interviews (be very specific).

Equity and Access Office rev. 7/2017 







Using Social Media in the Search Process 

The University does not prohibit search committees from reviewing social media related to applicants in the 
search process, however, committee members must realize the possible pitfalls related to this type of information 
gathering. 

When viewing an applicant’s social media accounts you may find out information about the person that could 
indicate they are part of a protected class.  Having this information during a search process, especially early in the 
process, could put you (and the university) at risk for allegations of discrimination if you decide, for other job 
related reasons, to not interview this applicant.  Also, many states have “off duty” laws protecting applicants from 
having information about their legal activities outside of work used against them in the search process.  When 
committees review social media in the search process they could face a battle trying to prove that the information 
they discovered was not used in their decision not to interview or hire.  Remember, it is difficult to “un-see” 
information you may find in social media and to prove it did not influence your decisions. 

So how does a committee check social media and protect themselves and NAU from discrimination claims? 

The best way to protect yourself and the university is to have a documented plan for what social media will be 
reviewed and how the information will be used in the search process.  The following list contains things to 
consider: 

1. Use uniform and consistent screening methods; follow the same process for all applicants. 
2. Decide in advance what sites you will review, the job related information that you are looking for and the 

criteria you will use to evaluate the information. 
3. Document all sites that were used in the process and keep the information for the search records. 
4. Document the department’s policies and procedures regarding the use of social media in the search 

process to ensure uniformity and consistency. 

When creating your departmental policy consider the following: 

1. Will you be letting your applicants know that your department does this?  And, possibly obtaining their 
consent? 

2. Will the committee members do the search on the pre-determined social media sites or will an individual 
outside the search committee do the search? 

3. What will be the protocol for making decisions based on the information that you find? 

If committees find negative information in their search of social media that they want to use in their decision to 
reject a candidate they should consider contacting the Equity and Access Office for guidance.  It is important that 
the information you use to reject an applicant is related to job related criteria and legitimate job requirements. 

Keep in mind, NAU requires all search documentation be kept in a search, including any social media information 
used in the search process. 



 
Conference Interview Rules for Faculty Searches 
 
The university recognizes that offering the opportunity for interviews at professional 
conferences can be an important tool in attracting qualified and diverse applicants. 
Therefore, face-to-face conference interviews may be conducted in lieu of telephone 
interviews. The following rules apply to conference interviews: 
 

 The position announcement may state that those selected for interview will have 
the opportunity for an interview at the conference and that individuals who do not 
attend the conference will be interviewed by phone.  

 The applicant must be given the option of a telephone interview. 
 Interviews must be conducted by at least two members of the search committee. 
 The interviewee must have already applied for the position through the normal 

application process and been screened according to the position matrix. 
 Conference attendees who inquire about an interview, but have not already 

applied for the position and been screened, will not be granted a conference 
interview. They instead will be encouraged to apply for the position. Faculty and 
members of the search committee are welcome to promote the university and 
encourage potential candidates to apply formally. 

 The same pre-approved questions will be used for the conference and telephone 
interviews. 

 The search committee will be trained to understand how the obvious and subtle 
differences between a face-to-face interview and a telephone interview may 
impact their evaluation of the applicants, and will be asked to be mindful of this in 
making selection decisions. 

 
Nothing in this process precludes departments from conducting “meet and greets” at 
conferences for the purpose of promoting the university or meeting potential applicants 
and urging them to apply for open and future positions, so long as no interviews are 
conducted. 

9/08 
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