
2
Vice President presents

position to Cabinet to confirm

budget and alignment with

Strategic Plan goals

1
Hiring Manager

provides justification

for search to 

Vice President 

3
*Hiring Manager contacts:

 (1) OEIB for Underutilization  

(2) Human Resources for Job

Vacancy Notice (JVN) template

4
Hiring Manager proposes

search committee

members to OEIB 

5
OEIB confirms the diversity of

committee, assigns Inclusion

Representative and schedules

charge meeting

6
Charge 

7
 Committee develops

evaluation criteria, revises

the JVN, and submits to 

OEIB
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Office of Equity, Inclusion, and Belonging (OEIB)

Phase 1: Search Initation 

9
JVN is submitted to

CUNY for approval

and then posted
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8
Hiring Manager

sends JVN to HR

*Hiring Managers often serve as Search Chair. When they are not the same person, Step 3 onward refers to the Search Chair.



2
Hiring Manager and Inclusion

Representative review the

applications for applicants who

meet the minimum requirements 

1
HR releases

applications to the

Hiring Manager

3
Hiring Manager sends OEIB a draft

of the Evaluating Applications Form

indicating the applicants who meet

the minimum requirement 

4
Demographics of revised

pool are reviewed and

pool is either approved or

job posting is reopened

5
Hiring Manager shares applications

with the committee for review. Each

committee member completes the

Evaluating Applications Form

6
Committee completes 

 Candidate Pool Form and

develops cut-off score for

interviews

7
Committee submits to OEIB: 

(1) Applicants to interview, (2)

Interview questions, (3) Candidate

Pool Form, (4) Eval. App. Form 

Queensborough Community College  
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Phase 2: After the JVN Closes to Interviews

8
*Interviews held

Last updated: March 3, 2022*Faculty searches complete a second round of interviews with a representative from Academic Affairs.



2
Hiring Manager contacts Labor

Designee regarding candidates who

indicate restricted work authorization

on the CUNY Application

1
Hiring Manager

submits Record of

Interviews  to OEIB

3
Hiring Manager

completes reference

check for selected

candidates

4
Hiring Manager signs 

 bottom of page 8 of CUNY

Application Part I and writes

"References checked" 

5
Hiring Manager submits to OEIB: 

(1) the CUNY Application Part 1

(2) Names of selected

candidate(s) 

6
OEIB forwards Search

Certification Form to the

Hiring Manager for signature.

Form is returned to OEIB

7
 President signs

the Search

Certification Form 

Queensborough Community College  
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Phase 3: After Interviews to Job Offer

8
Salary confirmed

with divisional 

Vice President 
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9
Job offer

extended 


