Appalachian State University
Office of Compliance Programs
EPA Job Description Form and Recruitment Plan
(Iteration date 10 February 2006)

Part 1 of 2

This form is to be completed prior to advertising for a person to fill a vacant or newly created EPA position. A copy
of this signed form will be sent to the chairperson, applicable administrator, vice chancellor, or chancellor, and
compliance officer for her or his signature. Please note that the position is not to be advertised until the applicable
administrator receives her or his copy which is to be signed by all the appropriate persons. Add additional pages as
needed.

1. Department: Position Number:
Suggested Rank: Suggested Salary Range:
EPA Category [J Administrator [ Tenured/Tenure Track Faculty

(Check one) [ Professional, without  [J Non-Tenure Track Faculty
Academic Rank
Initial Review Date: Proposed Date of Hire:

2. Recruitment Plan
a. Publications/Electronic Media List (Listserves etc.)
Place an asterisk next to those publications particularly oriented toward the location and recruitment of
underrepresented populations. Keep copies of all advertisements, or proof of payment, used in your
search to be attached to the Compliance Report.
Name of Publication/Listserve:

b. Indicate organizations or associations within a discipline or special contacts to whom recruitment letters
will be sent. Asterisk those organizations or persons who have contact with underrepresented
populations.

Person/Organization

c. Conference recruitment will occur at:

Conference Location Date(s) University Representative

d. Attach an outline of any other special efforts that will be made to locate and recruit underrepresented
populations.

3. Search Committee Chair responsible for screening applicants:
Name Ethnicity Gender (F/M)

Chair:
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4, Please type the job description exactly as it will appear in the advertisement. Be sure to state teaching areas
and other duties requisite to the position. Be sure to state how long this position will be advertised—i.e.,
what is the Initial Review Date for the initial review of completed applications which will guarantee full
consideration; note that completed applications will continue to be accepted after this date until the position
is filled; and stipulate what constitutes a completed application—e.g., three references with telephone
numbers and e-mail addresses, transcripts, curriculum vita, and letter of application.

| CERTIFY THAT THE ABOVE STATEMENT IS AN ACCURATE DESCRIPTION.

Chairperson of the Search Committee Date
Approved by:
1. Chairperson/Director Date
2. Dean Date
3. Compliance Officer Date
4. Vice Chancellor Date
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