[image: St. Mary's College of Maryland, the National Public Honors College.  Office of Human Resources 47645 College Drive Saint Mary's City, Maryland 20686  www.smcm.edu Telephone Number 240-895-4309 Fax Number 240-895-4997]

Request to Advertise & Fill Vacancy

The following documents must be attached to this form:
· Position Description with Department Head/Supervisor Signature (please contact HR if assistance is needed)
· Criminal Background Check Worksheet (form attached for completion)
· Job Advertisement (template attached for completion)

Request Information
Table 1-Request Information
	Requestor Name:
	 	Requestor Email:
	 
	Requestor Position:
	 	Requestor Department:
	 
	Request Submission Date:
	 	Requested Posting Date:
	 


Position Information
Table 2-Position Information
	Department:
	 	Department Number:
	 
	Position Title:
	 	Direct Supervisor:
	 
	Timesheet Approver:
	 	Funding Source/Budget Number:
	 
	Position Type (FT/PT):
	 	Position Type (Staff/Faculty, RG/CT):
	 
	Exemption Status:
	 	Collective Bargaining Eligibility:
	 


Vacancy Funds
If Vacancy is for Existing Position:
Table 3-Vacancy Information for Existing Position
	Previous Incumbent:
	 	PIN:
	 
	Date Resignation Received:
	 	Resignation Date:
	 
	Compensation of Previous Incumbent ($ amount only):
	 	Compensation Type (Hourly/Salary/Stipend): 
	 


If Vacancy is for New Position:
Table 4-Vacancy Information for New Position
	Position Rationale:
	 


Salary Information
Table 5-Salary Information
	Compensation Amount/Range ($ amounts only):
	 	Compensation Type (Salary/Hourly/Stipend):
	 
	Compensation Details (i.e. stipend distribution, pay justification, etc.):
	 


Advertisement Information
Table 6-Advertisement Information
	Advertisement Point of Contact (POC):
	 	POC Title:
	 
	POC Phone:
	 	POC Email:
	 
	Advertisement Locations (check all that apply):
	☐SMCM Website (syncs to Indeed and HigherEdJobs)
	☐Chronicle of Higher Education Online
	☐Other (share more information below)

	Other Advertisement Location Information (include websites and costs as needed):
	 


Search Committee
Table 7-Search Committee Information
	Committee Chair:
	 
	Committee Members:
	 



Required approval signatures on next page.



Approval

The following approval signatures must be obtained prior to advertising and filling the requested vacancy. Please circulate the document to the appropriate parties in order of approval signature:

1. Department Head signs and forwards to Senior Administrator (Vice President, Dean, etc.).
2. Senior Administrator signs and forwards to Vice President for Business and Finance.
3. Vice President for Business and Finance signs and forwards to President.
4. President signs and forwards to Manager of Human Resources.
5. Manager of Human Resources signs and posts job advertisement.

1. 	Department Head Review and Approval
Table 8-Department Head Approval
	Name:
	 	Title:
	 
	Signature:
	 	Date:
	 


2. 	Senior Administrator Review and Approval
Table 9-Senior Administrator Approval
	Name:
	 	Title:
	 
	Signature:
	 	Date:
	 


3. 	Vice President for Business and CFO Review and Approval
Table 10-Vice President for Business and CFO Approval
	Name:
	 
	Signature:
	 	Date:
	 


4. 	President Review and Approval (not required for contractual employees)
Table 11-President Approval
	Name:
	 
	Signature:
	 	Date:
	 


5. 	Manager of Human Resources Review and Approval
Table 12-Human Resources Approval
	Name:
	 
	Signature:
	 	Date:
	 





Criminal Background Check Worksheet
for Documenting the Sensitive Designation of a Position

St. Mary’s College of Maryland requires a criminal background check whenever an individual is a) newly hired or b) when an existing employee is transferred or promoted to the extent that the sensitivity of the new position is significantly different than the sensitivity of the existing position. All staff and faculty positions are understood to involve, at some level, the care, safety and security of people and property and as such, all positions are considered sensitive.

This form is to be completed to identify the characteristics of specific positions to be used as the criteria for evaluating suitability to hire in the event that an individual offered employment, or an existing employee changing positions, have a criminal conviction(s). Please check all boxes that apply and provide justifying comments. When the form is complete, please sign and date the form and submit the original copy to the Vice President for Business and Finance or to the Dean of Faculty for their signature. Please retain a copy in the departmental file on recruitment. The policy is located under the Policies section at Human Resources Form and Policy Directory at smcm.edu and linked below:

Criminal Background Check Policy and Guidelines

Table 13-Date and Position
	Date:
	 
	Position Title:
	 
	Department:
	 


Sensitive Characteristics

Table 14-Care and Safety
	[image: Checkbox Checked with solid fill]
	Care, safety and security of people and property.

	All Staff and faculty positions are understood to involve, at some level, the care, safety and security of people and property.



Table 15-Senior Management
	☐	Senior management of the campus (positions that are at a director level or above).

	 


Table 16-High Integrity
	☐	Positions requiring a high degree of integrity with public confidence in the individual occupying the position.

	 


Table 17-Access to or Control Over Financial Resources
	☐	Direct access to or control over financial resources in excess of $5,000.

	 


Table 18-Authority to Commit Financial Resources
	☐	Signature authority to commit financial resources of the College through contracts in excess of $5,000.

	 


Table 19-Control Over Departmental Business Processes
	☐	Control over campus-wide or departmental business processes, either through functional roles or systems security access (includes network administrators, system programmers, HRIS, and payroll functions).

	 


Table 20-Access to Personally Identifiable Information
	☐	Access to detailed personally identifiable information about students, faculty, staff, or alumni which might enable identity theft.

	 


Table 21-Position of Building Master or Sub-Master Key
	☐	Possession of building master or sub-master key access to any residence facility that includes access to private listing areas.

	 


Table 22-Other Sensitive Concerns
	☐	Other sensitive concerns.

	 


Table 23-Department Representative Signature
	Department Representative Printed Name:
	 
	Department Representative Signature:
	
	Date:
	 
	Phone Number:
	 


Table 24-Vice President for Business and CFO or Dean of Faculty Signature
	Vice President for Business and CFO or Dean of Faculty Printed Name:
	 
	Vice President for Business and CFO or Dean of Faculty Signature:
	
	Date:
	 





Job Advertisement Template
Title of Position:  Click or tap here to enter text. 
St. Mary’s College of Maryland at Historic St. Mary’s City is accepting résumés for the position of job title

Job Summary: Click or tap here to enter text. 

St. Mary's College of Maryland, the National Public Honors College, is located in Historic St. Mary's City, 70 miles southeast of Washington, D.C. St. Mary’s College is one of the nation’s best public liberal arts colleges – ranked near the top in U.S. News & World Report and a Best Value for in-state and out-of-state students. Non-sectarian since its founding, the college with its scenic waterfront campus is primarily undergraduate and residential, with a diverse coeducational student body numbering approximately 1600. The up-to-date curriculum is designed for today’s students who want an active, hands-on education led by professors who are committed teachers and experts in their fields. The quality of life is enhanced by the recreational opportunities of the Chesapeake region and close proximity to the amenities of Washington D.C., Baltimore and Richmond.

Salary Range: Click or tap here to enter text.

Qualifications: Click or tap here to enter text.  

Any combination of acceptable education and experience, which has provided the necessary knowledge and skills to fulfill the requirements of this position, may be considered.

Employment will be contingent upon successful completion of a criminal background check.

Application Instructions: St. Mary’s College (Southern Maryland Community College official website) embodies diversity and inclusion in its mission.  We create an environment that recognizes the value of individual and group differences and we encourage inquiries from applicants who will contribute to our cultural and ethnic diversity.

Application materials should include (check all that apply):
[image: Checkbox Checked with solid fill]cover letter

[image: Checkbox Checked with solid fill]résumé (including e-mail address)

[image: Checkbox Checked with solid fill]three (3) professional references

☐statement of how the applicant’s employment at the College will contribute to a culture of inclusion and campus diversity (include if director level and above, or if applicable)

☐statement of philosophy (include if faculty, or if applicable)

Applications can be submitted online at [HR will insert application link].  Questions may be directed to [name] at [email address]. 
Review of résumés will begin immediately and continue until the position is filled.
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