OUTREACH AND RECRUITMENT CHECKLIST

· Perform a job analysis that identifies the major job duties and essential    functions of your position.  

· Review, create, modify, and/or update the position description to accurately reflect the duties and responsibilities of the position to be filled.  
· Develop the position crediting plan identifying the rating criteria (i.e. matrix).
· If the position is difficult to fill because of special skills requirements, consider utilizing incentives to attract candidates, including travel for interviewing and/or relocation costs.  Such approval must come through the Vice Chancellor or Provost.
· Budget is a consideration; make sure funds are available and hiring incentives are approved in advance.
· Work closely with HR at all stages of the recruitment process to ensure that your needs and expectations are articulated accurately

