	
	
	
	Recruitment Plan Template
	
	
	
	
	

	Search # F_ _ _ _-_ _ _
	
	
	
	
	
	
	
	

	 
	
	
	

	Position Information
	
	
	
	
	
	

	Title of Open Position: 
	
	
	
	
	
	

	Appointment Type: 
Department:
	
	
	
	
	
	
	

	Phone:
	
	
	
	
	
	
	
	

	Fax:
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Timeline
	
	
	
	
	
	
	
	

	Applications received by (insert date)  will be given full consideration
	
	
	
	
	

	
	
	
	
	
	

	Start Date for Position: (insert date)

	
	
	
	
	
	
	

	Recruitment
	
	
	
	
	
	
	

	
	
	
	
	

	 (
L
ist all advertising locations.
  Send a sample of each different ad type to OCEM for approval.
)Locations
	Dates
	                   Type of Ad
	
	

	 (
List the 
dates  
the
 advertisements 
 
will run
.
)
	
	
	 (
Identify the type of ad by writing column, display, or online.
  For clarification on ad types refer to the advertisement samples in the Hiring Toolkit or contact OCEM.
) 
	 
	

	
	
	
	
	
	
	
	

	
	
	
	
	 
	 
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Other Recruitment Efforts:
	
	
	
	
	
	

	In this section identify all listservs, rosters, or additional recruitment sources that will be utilized.  Also identify departmental or college websites where the Position Announcement will be posted.
	
	
	
	
	
	

	
	
	
	
	
	
	

	Search Committee 
1. Chair
2. Name
3. Name
4. Name
5. Name
	
	
	
	
	
	




**Make sure to attach Ad copies and Position Announcements if available**
