
Full-Time Position Approval Form  

  7 2008 

 

Approval To Advertise And Recruit 
 

Section 1 – To be completed by the hiring manager—forward to executive staff member. 

An updated position description and draft advertisement must be attached. 
 

Position # _____________ 

Position Title:  _______________________________________ 

Position Type:  Teaching Faculty   __________ 

   Administrative/Professional Faculty __________ 

   Classified Staff   __________ 

 

Salary Band Or Rank: _________________________ 

Maximum Annual Starting Salary: _______________    

Proposed Employment Start Date: _____________ 

 

I confirm that funding is available for this position.  Funding Source:  

State Unrestricted ________ State Restricted _________ Grant Restricted ________ 

Budget Code:  ______________ 

Signed: ____________________________________ Date: _________ 

             Hiring Manager 

 

Section 2 – To be completed by the executive staff member – forward to president 
 

Advertise: Locally _____ Statewide ______Regionally _____ Nationwide _______ 

Search committee required: Yes ______ No ______ 

Signed:  ___________________________________ Date: _________ 

               Executive Staff 

 

Section 3—To be completed by the president—forward to human resources 
 

Approved:  _________ Disapproved: __________ 

 

Signed: ___________________________________  Date: ________ 

 

Section 4 – Human Resources use 
 

Advertisement Dates:  __________   Date Position Closes: ___________ 

Date Listed on Web:    __________ 

Search Committee Appointed: ___________ Date EEO Briefing Conducted: __________ 

 

(Approval to Hire on Reverse)      

 



Full-Time Position Approval Form  

  7 2008 

 

Approval To Offer Position And Hire 

 

Section 5—Information provided by the search committee chair or hiring manager to the 

executive staff member with written justification for the selections.  

 

Names of Applicants Interviewed (or attach spreadsheet): 

_______________________________ ________________________________ 

_______________________________ ________________________________ 

_______________________________ ________________________________ 

Names of Recommended Candidate(s): 

______________________________________________ 

______________________________________________ 

______________________________________________ 

Signed: __________________________________  Date: ________________ 

              Search Chair or Hiring Manager 

 

Section 6 – Candidate Selection.  For teaching, administrative, and professional faculty 

attach a VCCS-10. 
 

Name of Candidate Selected for Position: __________________________________ 

Reason for Selection: ____________________________________________________________ 

______________________________________________________________________________ 

Proposed Annual Starting Salary:   ________________ 

Employment Start Date:    ________________ 

Signed: ___________________________________  Date: ______________ 

             Executive Staff  

 

Section 7 – President’s Approval of Candidate Selection (required before offer of 

employment is extended). 

 

Approved: ________  Disapproved: __________ 

Signed:  __________________________________  Date: ________________ 

Date Offer Is Extended ______________________ 

 

Section 8 – EEO Documentation Required 
 

Once the final candidate is approved, the search committee chair/hiring manager submits 

the following search documents to human resources for all positions:  State of Virginia 

application (required). Resume (optional), interview questions and responses, reference check 

information, and candidate summations (matched against minimum criteria). 


