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Recruitment Information
1. Supervisor:

2. Supervisor Phone number:

3. Appointment percentage: (above .50 benefits eligible):

4. 9/12 month appointment:

5. Position Summary:

6. Position Duties: (include percentages to add up to 100%)

7. What guidelines do they use to make decisions?: Identify the breadth and scope of decisions, the level of autonomy/authority and review, and any specific guidelines or reference materials used to make those decisions:

8. Does this position have lead work duties for other employees?  Yes _____
No _____

If so, indicate number of employees for each type:

Unclassified _____ Student worker _____ Graduate Assistant _____ Classified _____Temporary _____
Leadwork/Supervisory Responsibilities: ___plans work ___assigns work ___approves work ___disciplines/rewards ___responds to grievances ___hires/fires ___prepares/signs performance evaluations/reviews ___none

Percentage of time performing supervisory duties:
9. Is a Criminal History Check (CHC) and/or Motor Vehicle History (MVH) check required?  To help make this determination-Oregon State University may require a successfully completed criminal history check (CHC) and/or a motor vehicle history check (MVH) prior to the start date as a condition of employment.

To determine if this position requires a CHC and/or a MVH because of security-sensitive access or driving as an essential function, refer to the position duties and check all the box(s) below that are appropriate.

☐ Has direct access to persons under 18 years of age or to student residence facilities because the person’s work duties require the person to be present in the residence facility.

☐ Is providing information technology services and has control over, or access to, information technology systems that would allow the person to harm the information technology systems or the information contained in the systems.

☐ Has access to property where hazardous materials and other items controlled by state or federal laws or regulations are located.

☐ Has access to laboratories, nuclear facilities or utility plants to which access is restricted in order to protect the health or safety of the public.

☐ Has fiscal, financial aid, payroll or purchasing responsibilities as one of the person’s primary responsibilities.

☐ Has access to personal information about employees or members of the public including Social Security numbers, dates of birth, driver license numbers, medical information, personal financial information or criminal background information.

☐ Has responsibility for the care, safety and security of animals.

☐ Driving is an essential function, this position must possess and maintain a current, valid driver's license and maintain a satisfactory driving record while serving in the position. (would this person be fired if they lost their license?)
10. Minimum Qualifications:

11. Preferred Qualifications:
12. Posting Date:

13. Full Consideration Date: (not used for classified positions)
14. Closing Date:
15. Salary Range: (this should be a range and not just a single amount)
16. Do you want the salary viewable by the applicants? Yes or No (classified has to be visible)
17. Anticipated Appointment Begin Date:
18. Anticipated Appointment End Date: (if applicable)
19. Funding Source:
· Education/General
· Statewide and Public Services
· Self-Sustained and Auxiliary
· Gifts, Grants, Contracts
20. Index to charge:
21. Search Committee Chair:
22. Search Committee Members: include gender and ethnicity (e.g. w/m-white mail or h/f-hispanic female)
23. Posting Specific Questions: Any questions you would like to ask every applicant who applies to posting: (good for classified positions)
24. Required Applicant Documents:
· Resume/Vita

· Cover Letter

· Other Document-Name of document:

· Other Document 2- Name of document:
· Other Document 3- Name of document:

· Other Document 4- Name of document:

· Transcripts

· Posting Specific questions-check box if you have posting specific questions above.

25. Relevant Health & Safety Information: Describe anything outside of typical office environment (e.g. lifting up to 50 lbs, working outside, exposure to XXX, etc.)
Department of Crop and Soil Science








Page 1 of 2
Rev:  September 7, 2016

