
SKIDMORE COLLEGE

Authorization to Employ

Please forward all information requested, obtain approval signatures, and forward to Human Resources. If you require assistance creating a Search Plan, drafting ads and / or other related components of the search process, contact Human Resources, at extension 5800.

POSITION INFORMATION

Position Title:  __________________________________________________________________
Department ____________________
Rank/Position Band___________________________

( New Position
 or 
 Replacement for: ___________________________

Position Status:

 Regular
or

 Temporary / Permit

Months Per Year


Start Date: ___________________________

 9 months



End Date: ____________________________

 10 months

 11 months

 12 months

 Full time 
or
  Part-time

Normal Workweek: _______ hrs

Hours, if other than 8:30 a.m. - 4:30 p.m.


Saturday:
Wednesday:


Sunday:
Thursday:


Monday:
Friday:


Tuesday:

SEARCH PLAN RECOMMENDATION 
INTERNAL


EXTERNAL / LOCAL

REGIONAL / NATIONAL

 Faculty / Staff

 Saratogian



 Chronicle of Higher Education

 Service


 Times Union



 Websites ____________________
 Student/Summer

 Daily Gazette


 Other _______________________
 Post Star

(Please indicate if advertisement was submitted to specialty publication directly by department)
Request for Waiver of Search:
 Yes

 No
Note: requests for waivers must be in writing and submitted to the Director, Institutional Diversity for approval.

APPROVALS

______________________________ / ______________________________  / ______________________________ Director/Chair
Date
President’s Staff Member 
Date
Budget Officer
Date

Maximum Budgeted Annual Salary: $_____________
Account #: _______________________________

Approval of Search Plan Recommendation:
Approved Hiring Range: $ _____________________

______________________________________


_____________________________________

Director, Institutional Diversity / Date




Human Resources Authorization
To be completed upon hire

Name:









Start Date:
HR 0105

