The University of Tennessee Health Science Center

Requirements for Advertisements and Other Position Announcements

For Faculty Positions

Advertisements and other position announcements must be approved by the Office of Equity & Diversity prior to placement.  Proposed advertisements and recruitment source listing must be included in the Electronic Personnel Requisition.  The Director of Equity & Diversity will approve the advertisement or position announcement as part of the approval process for the Electronic Personnel Requisition.
All advertisements or position announcements must meet the following criteria:
1. Include the current EEO/AA tagline:
The University of Tennessee is an EEO/AA/Title VI/Title IX/Section 504/ADA/ADEA/V institution in the provision of its education and employment programs and services.
2. Ads for faculty positions must include academic rank or rank to be determined; tenure status (Tenure-Track, Non-Tenure-Track), and required degrees/licenses/certifications, as applicable.

3. Be placed in publications read by, or at sites frequented by, professionals qualified for the position.

· For all full-time faculty positions where recruitment must be at the 
national level, this means appropriate nationally distributed professional journals, newsletters or professional society position bulletins.

· Part-time faculty positions not requiring a national search, this means posting where all qualified local candidates would have a fair opportunity to learn of their availability.
4. Be placed in publications specifically targeted to reach qualified candidates in the appropriate labor market and from underrepresented segments of the population.
· A personal letter, including copies of the position announcement, may be sent to appropriate leadership persons at historically black institutions requesting nominations for the position and that the announcement be prominently posted to acquaint others of the availability of the position. Form letters should not be used for this purpose.

5. Be forwarded for posting at institutions or centers known to train or employ professionals who would qualify for the position.  
6. Diverse websites and publications.

