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FACULTY RECRUITMENT PROCEDURES 
COLLEGE OF THE ARTS 

GEORGIA STATE UNIVERSITY 
Version 4.0 

Updated September 2022 
 

STEP 1: Obtain Approval to Search 
 
Each fall semester, the school directors will be asked to submit a hiring plan by the deadline established 
by the dean’s office. The hiring plan should be in priority order and include justifications that are tied to 
enrollment and the university and college strategic plans. Once the hiring plans have been submitted, the 
dean, associate dean, college administrative officer (CAO), and HR officer will meet with each of the 
school directors to discuss the school’s hiring plan and determine the need for new or replacement 
faculty appointments. After reviewing the allocated budget, the dean will determine which faculty 
positions are approved, if any, and notify the directors. Directors and search committees are 
responsible for ensuring the search concludes before any related deadlines. Faculty searches that are not 
concluded before the last day of classes in the spring semester may be cancelled by the Office of the 
Dean. 
 

STEP 2: Draft the Position Advertisement 
 
Once the dean has approved a position, the director and/or their designee will create a draft 
advertisement for the position using the college-approved template (see Resources I and II). 
Advertisements must specify the rank, qualifications, and responsibilities of the vacant position and must 
include the EEO-Affirmative Action statement and log number (once it has been created by Office of 
Faculty Affairs). Advertisements should clearly state the required application materials and approved 
salary or salary range. 
 
Minimally, a complete application will consist of:  

• a letter of application, 
• current vita, and 
• three current letters of recommendation* specific to the advertised position from individuals 

within the applicant’s field, and 
• any school specific requirements. 

 
*Three letters of recommend are required for finalists. Three contact names may be collected at time of 
application if it is preferred to collect recommendation letters later in the search process. The sample 
job descriptions (Resource I and Resource II) instructions applicants to include “names, email addresses, 
telephone numbers, and titles of at least three professional references.” 
 
All advertisements, notices, flyers, etc. should refer applicants to the search committee chair and/or 
named staff facilitator and include a mailing or email address for submission of application materials and 
log number. Applicants must submit a separate application for each position they are applying for and 
specify the log number of the position sought. 
 

STEP 3: Appoint and Prepare the Search Committee 
 
The director is responsible for recommending members of the search committee for approval by the 
dean. The search committee should consist of a minimum of three members—ideally with one member 
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being from outside the school—and must have mixed-gender and minority representation. All search 
committee members are responsible for promoting diversity within the department during the search 
and must conduct themselves in a professional manner (see Resource III). The search committee chair 
must review the Best Practices in Faculty Hiring Workshop recording. 
 
Once the committee has been formed, the director must complete a Faculty Vacancy Packet and upload 
it to the appropriate School OneDrive Folder and notify the College Human Resources Officer via email 
of uploaded packet. The director should expect confirmation of receipt from COTA HR. Incomplete 
packets or packets with incorrect information will be returned to the director and/or search committee 
chair (or staff facilitator). The packet will then be forwarded to the dean for review and approval. 
 
The Faculty Vacancy Packet consists of: 

• a Faculty Vacancy Form (Appendix A - https://faculty.gsu.edu/files/2021/01/A-Faculty-
Vacancy-Form-A-1.22.2021.pdf), 

• a Search Committee Membership Form (Appendix B - https://faculty.gsu.edu/files/2020/03/B-
Search-Committee-Form-B-3172020.pdf), and 

• a final draft of the position advertisement. 
 
Following the dean's review and approval, the HR Officer will forward the completed Faculty Vacancy 
Packet to the Office of Faculty Affairs for review and approval by the Provost & Senior Vice President 
for Academic Affairs. Once approved, a log number will be assigned to the search. The HR Officer will 
forward the log number to the director and search committee chair once it has been created for 
inclusion in the position advertisement. 
 

STEP 4: Post the Vacancy 
 
Each vacancy must be advertised in at least one national professional journal publication. If the search 
process or job description changes after the initial posting, the vacancy must be advertised again. 
Consolidated college advertisements may be placed in the Chronicle of Higher Education by the Office of 
the Dean as appropriate. Typically, the cost of these advertisements will be split between the Office of 
the Dean and the schools. The school will fund additional advertisements in other publications as 
necessary to attract qualified candidates within the specified discipline. The Office of Faculty Affairs will 
post all vacant faculty positions with a University account through Circa, a diversity recruitment solution 
sponsored by ECRA. 
 
The faculty hiring requirements for visa purposes are outlined at https://isss.gsu.edu/permanent-
residency-application-procedure/#faculty-ads.  
 
In summation, positions may be advertised in the following publications: 

• The Chronicle of Higher Education, 
• Various job boards through Circa account and DiversityJobs.com 
• Additional discipline-specific publications as determined by the search committee or director. 

 
In addition to posting advertisements for vacancies, all faculty members in the school are expected to 
participate in rigorous recruitment efforts to ensure the largest, most-diverse applicant pool possible for 
each search. 
 
 
 
 

https://faculty.gsu.edu/files/2021/01/A-Faculty-Vacancy-Form-A-1.22.2021.pdf
https://faculty.gsu.edu/files/2021/01/A-Faculty-Vacancy-Form-A-1.22.2021.pdf
https://faculty.gsu.edu/files/2020/03/B-Search-Committee-Form-B-3172020.pdf
https://faculty.gsu.edu/files/2020/03/B-Search-Committee-Form-B-3172020.pdf
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STEP 5: Collect and Distribute Candidate Materials 
 
The director will charge the search committee chair (or staff facilitator) to forward applicant materials 
to the search committee. The search committee is encouraged to keep an itemized list of applicant 
materials by maintaining a dossier for each candidate and can request additional information from 
candidates if deemed necessary. 
 
The search committee chair (or staff facilitator) will notify candidates (see Resource IV) within three (3) 
business days that their materials have been received and include a link to the Confidential Applicant 
Flow Information Survey, which asks applicants to self-identify their demographic information to the 
Office of Equity & Civil Rights Compliance (ECRC). 
 

STEP 6: Obtain Approval to Interview 
 
The search committee chair (or staff facilitator) will complete an Approval of Pool form (Appendix C, 
see Office of Faculty Affairs’ website) and then email the form, plus a list of names of applicants totaled 
in Section II of the Approval of Pool form, to the HR Officer, who will partner with ECRC to enter race 
and gender data. The HR Officer will return the Approval of Pool form to the director and search 
committee chair (or staff facilitator). The search committee chair (or staff facilitator) will assemble an 
Approval of Pool Packet and forward the materials to the school director for review and approval. If the 
applicant pool (preliminary or final) lacks diversity, the director, dean and/or the HR Officer may not 
approve it or declare a failed search. 
 
The Approval of Pool Packet includes: 

• an Approval of Pool form (Appendix C - https://faculty.gsu.edu/files/2020/03/C-Approval-of-
Pool-C-3172020.pdf); 

• copies of published advertisements, flyers distributed, listserv communications, or text of 
the advertisements (including publication names and print dates); and 

• the vitae of for each candidate being interviewed (individuals listed under section III of 
Appendix C). 

 
Once complete, the director will sign the Approval of Pool form (Appendix C) and submit the packet to 
the COTA HR Officer for the dean’s review and approval. Incomplete packets or packets with incorrect 
information will be returned to the director and/or search committee chair (or staff facilitator). The 
Office of the Dean will then forward the packet to the Office of Faculty Affairs. The COTA HR Officer 
will notify the search committee chair and the director once the packet has been fully approved. The 
search committee may not begin screening or on-campus interviews with candidates until the packet has 
been fully approved.  
 
If the search committee wishes to interview additional candidates who were not listed on the original 
Approval of Pool form (Appendix C), the search committee chair (or staff facilitator) must submit a new 
Approval of Pool form to the HR Officer. The new Approval of Pool form (Appendix C) should have 
“Second Submission: Additional Candidates” written at the top of the form. The HR Officer will return 
the Approval of Pool form to the director and search committee chair (or staff facilitator) if incomplete 
or completed with incorrect information. The search committee chair (or staff facilitator) will forward 
the updated form along with the additional candidates’ vitae to the school’s director for review and 
approval. The director will sign and forward the materials to the COTA HR Officer for all subsequent 
levels of approval. The search committee may not begin interviewing the additional candidates until the 
packet has been fully approved.  
 

https://faculty.gsu.edu/files/2020/03/C-Approval-of-Pool-C-3172020.pdf
https://faculty.gsu.edu/files/2020/03/C-Approval-of-Pool-C-3172020.pdf
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STEP 7: Conduct Interviews 
 
The search committee plays a vital role in ensuring that each applicant is fairly assessed based on the 
position criteria, interviewing the candidates, and making a recommendation to the department chair.  
All members of the search committee are required to participate in all aspects of the hiring process. If a 
search committee member is not available to evaluate any one candidate, they must recuse themselves 
from the remainder of the search. 
 
Develop Interview Questions 
 
Prior to scheduling screening and on campus interviews, search committees should develop lists of 
interview questions that are based on the qualifications and job duties listed in the publicly circulated job 
announcement. During interviews, questions should be asked in the same order, and committee 
members may ask follow-up questions, such as those designed to elicit clarification or elaboration of an 
individual candidate’s response. This structured interview format helps ensure an equitable process. 
Internal or known candidates should be treated in the same way and asked the same questions as other 
candidates. Please review Resources V and VI before developing interview questions. These resources 
pertain to the list of questions planned for the interview, follow-up questions, and less-formal exchanges 
that may occur, especially during on-campus interviews and meals. 
 
Screening Interviews 
 
Screening interviews, typically conducted virtually via phone or videoconference, are a time-efficient and 
cost-effective method for narrowing a candidate pool. Interviews should be conducted consistently for 
all candidates to ensure a fair and equitable process. The search committee members, the length of time, 
the questions, and the modality should all be the same for each candidate. The search committee should 
take great care to provide a professional interview environment, regardless of setting. At least two 
search committee members must be present for all screening interviews. 
 
On-Campus Interviews 
 
These interviews are the final stage of searches in which highly qualified candidates typically come to 
campus for a day or more. The final candidate pool generally consists of three candidates. Approval of 
the director is required if the search committee wishes to bring more than three candidates to campus.  
 
On-campus interviews require considerable planning and careful attention to detail to ensure a positive 
experience for everyone. The interview may include: 

• research and/or creative presentations; 
• teaching demonstrations; and 
• interviews with predetermined stakeholders, such as the search committee, school director, 

dean, students (and Provost, if candidate is being considered for tenure on appointment); and 
• campus tours. 

 
In advance of the scheduled interviews, the planning process should begin with the search committee 
chair (or staff facilitator) contacting the Assistant to the Dean to schedule half-hour meetings between 
candidates and the dean. When creating a candidate’s itinerary, it is important to include tours, breaks, 
and meals in the interview schedule. Interviews should be conducted consistently for all candidates to 
ensure a fair and equitable process. All final-round candidates must be interviewed on campus by the 
search committee, director, and dean. In certain circumstances (e.g. a request for an accommodation), 
virtual interviews are permissible for final-round interviews with prior approval from the dean. 
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Search committees should consult with the school director and COTA HR if candidates might require 
international travel to and from interviews.  
 

STEP 8: Obtain Approval to Hire 
 
Faculty Hire Packet 
 
After all interviews have concluded, the search committee chair (or staff facilitator) will submit the 
following documents to the director: 

1. A letter from the search committee chair to the director describing the strengths and 
weakness of no fewer than two candidates—unranked and listed in alphabetical order—who 
are acceptable for hire. The letter should include detailed information about recruitment 
efforts, a rationale for selecting these candidates over other qualified candidates, and an 
assessment of the candidates’ anticipated contribution to and advancement of the college 
and school. The search committee chair should consult or discuss any questions regarding 
the format of the letter with director.  

2. A vita for each of the final candidates. 
3. Reference letters for the top candidates. 

 
The dean or his/her designee will make a soft verbal offer to the preferred candidate, including terms 
concerning salary and moving expenses (if applicable). While this is not the final offer discussion, it will 
be very close. The dean’s office will communicate to the director the agreed upon salary and any other 
negotiated terms. The director will then submit a completed Approval to Hire Packet to the College HR 
Officer. Incomplete packets or packets with incorrect information will be returned to the director 
and/or search committee chair (or staff facilitator).  
 
A completed Approval to Hire packet consists of: 

1. A letter of recommendation from the director to the dean stating the preferred candidate’s 
start date; salary; probationary credit towards tenure, if applicable*; if the offer is contingent 
upon the candidate’s completion of a terminal degree (including the anticipated date of 
completion); and any other offers being made to the candidate, such as professional 
development funding, moving expenses, etc. 

2. Faculty Hire Form (Appendix D - https://faculty.gsu.edu/files/2021/07/D-Faculty-Hire-Form-
D-1.22.2021.pdf). 

3. The search committee chair’s recommendation letter. 
4. A vita for the final candidate. 
5. The selected candidate’s three letters of recommendation specific to the advertised position 

from individuals within the applicant’s field. 
 
*The director should consult with the dean prior to making Tenure on Appointment recommendations. 
See below for more details. 

 
Tenure on Appointment 
 
If the school director determines that a candidate, for a senior tenure track position, may be eligible for 
tenure on appointment, they should notify the Office of the Dean as early as possible in the search 
process. (For details regarding eligibility for tenure on appointment, please consult the University 
Promotion and Tenure Manual.) The process for considering a candidate for tenure on appointment is 
as follows: 
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1. The dean will review the credentials of the candidate with the Provost and receive permission 
to consider the candidate for tenure on appointment. 

2. If approved for consideration, the candidate will need to be interviewed by the Provost (or 
his/her designee), which may result in an additional trip to campus. 

3. If the Provost approves the candidate for consideration of tenure on appointment, a hiring 
packet will be forwarded to the Office of Faculty Affairs. In addition to the normal hiring 
materials, the packet will include an abbreviated tenure dossier. The dossier will include, at 
minimum:  

• the candidate’s cover letter and CV; 
• at least three current letters of recommendation; 
• evidence of successful teaching experience (e.g., copies of syllabi from classes, student 

evaluations, etc.); and 
• a recommendation letter from the college-level promotion and tenure committee. 

4. The case for tenure on appointment will be formally reviewed by the Provost and President, 
subsequent to which a final decision will be communicated to the College.  

 
ABD Candidates 
 
A candidate who is ABD can be offered a position that is advertised at the rank of assistant professor 
contingent upon competition of the terminal degree by a pre-determined date with the dean’s approval. 
In most cases, the candidate’s anticipated date for completion of the doctoral or terminal degree must 
be prior to the end of their first semester of employment. 
 
Intrasystem Recruitment 
 
The COTA HR Officer should be notified as soon as possible when a faculty member from another USG 
institution is being considered for hire. 
 
Endowed Professorships 
 
Final candidates for endowed professorships must be approved by the Board of Regents and Provost.  
 

STEP 9: Finalize the Hire 
 
Once the Provost and Senior Vice President for Academic Affairs has approved the recommended 
applicant for hire, COTA HR will send an offer letter to the candidate by email on behalf of the dean. 
The offer letter will request an acceptance of the offer in writing within seven business days. Once the 
offer has been accepted, the winning candidate will undergo a background check and submit transcripts 
to the COTA HR Officer. Once the hire has been finalized, the COTA HR Officer will notify the 
director. 
 
At this point, the director, search committee chair, or a designee should contact non-selected applicants 
who did not interview on campus (non-finalists) via email to notify them that the search has closed (see 
Resource VII). The director should contact all finalists (candidates who interviewed on campus) via 
phone. 
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RECORD RETENTION 
 
In compliance with federal law and the University System of Georgia’s records retention policy, 
recruitment records must be retained for four years after the search is completed. 
 
Schools will be responsible for retaining: 

• approvals of recruitment proposals; 
• applications; 
• vitae; 
• samples of writing or publications; 
• candidate lists; 
• position announcements; 
• position advertisements; 
• position descriptions; 
• Certificates of Eligibility; 
• interview materials, such as schedules, rating sheets, tallies, screening and interview notes, 

review committee notes and memoranda; 
• telephone conversation notes; and 
• related correspondence, such as cover letters and reference letters. 

 
The Office of the Dean will be responsible for retaining: 

• copies of Affirmative Action compliance data forms, 
• transcripts, 
• requests to fill academic position forms, and 
• approval to hire forms. 
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RESOURCE I 
SAMPLE JOB DESCRIPTION FOR LECTURER 

Lecturer in DISCIPLINE [Log Number XXX] 
 
Be part of SCHOOL’s growing faculty at Georgia State University, an enterprising R-1 university in Atlanta. Our 
next Lecturer in DISCIPLINE will play a central role as the SCHOOL collaborates to transform its curriculum and 
pedagogy to foreground experiential, interdisciplinary, and technologically enhanced learning furthering Georgia 
State’s strategic goal of demonstrating that students from all backgrounds can achieve academic and career success 
at high rates. Opportunities for growth and support in this position include university-level teaching fellowships 
and grants through the Center for Excellence in Teaching, Learning and Online Education, leadership in 
instructional innovation through our active learning classroom program, and successive promotion to the ranks of 
Senior Lecturer and Principal Senior Lecturer.  
 
The SCHOOL is part of the College of the Arts, which was established in 2016 and also includes [DELETE 
UNNECESSARY SCHOOL NAME] the Ernest G. Welch School of Art & Design, the School of Film, 
Media & Theatre, the School of Music, and the Center for Educational Partnerships in Music [INCLUDE 
FOR POSITIONS IN SOM]. In addition to offering some of the university’s most popular majors, the college 
connects faculty and students with Atlanta’s thriving arts scene and booming film and music industries. 
 
Georgia State University is a national leader in using innovation to drive student success. Enrolling and graduating 
one of the nation’s most diverse student bodies, Georgia State provides its world-class faculty and more than 
50,000 students unsurpassed research, teaching, and learning opportunities in one of the 21st century’s great global 
cities. In 2022, U.S. News & World Report ranked Georgia State as #2 in Most Innovative Schools, #2 in Best 
Undergraduate Teaching, #5 in Learning Communities, #6 in First-Year Experiences, and #11 in Top Performers 
on Social Mobility among national universities. 
 
Responsibilities 
The selected candidate can anticipate teaching undergraduate courses in DISCIPLINE and participating in service at 
the department, college, and/or university levels. 
 
Qualifications 
Essential Qualifications 

•   
•   
•  

Preferred Qualifications  
•   
•   
•   

 
Submit: 1) a letter of application addressing the essential and preferred qualifications as well as your teaching 
philosophy and your past and/or potential contributions to diversity and inclusion through teaching; 2) curriculum 
vitae; and 3) names, email addresses, telephone numbers, and titles of at least three professional references. 
 
Review of applications will begin immediately and continue until the position is filled. To ensure consideration, 
please submit all materials by DATE. Should you be recommended for a position, an offer of employment will be 
conditional on background verification. 
 
Georgia State University is an Equal Opportunity Employer and does not discriminate against applicants due to 
race, ethnicity, gender, veteran status, or on the basis of disability or any other federal, state, or local protected 
class. As a campus with a diverse student body, we encourage applications from women, minorities, and individuals 
with a history of mentoring under-represented minorities in DISCIPLINE. 
  

http://cetl.gsu.edu/
http://thearts.gsu.edu/
http://artdesign.gsu.edu/
http://fmt.gsu.edu/
http://fmt.gsu.edu/
http://music.gsu.edu/
http://faculty.gsu.edu/why-georgia-state/
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RESOURCE II 
SAMPLE JOB DESCRIPTION FOR ASSISTANT PROFESSOR 

 
Tenure-Track Assistant Professor in DISCIPLINE [Log Number XXX] 
 
Be part of SCHOOL’s growing faculty at Georgia State University, an enterprising R-1 university in Atlanta. Our 
next Assistant Professor in DISCIPLINE will play a central role in the SCHOOL’s contributions to Georgia State’s 
strategic goals of highlighting the arts and media as vital to the quality of all major cities and demonstrating that 
students from all backgrounds can achieve academic and career success at high rates. Our faculty take advantage of 
FACILITIES and CAMPUS/LOCAL RESOURCES for their research and for mentoring students. Opportunities for 
support include intramural research grants, summer funding, teaching release time, graduate research assistants, 
travel funds, and assistance in pursuing external funding. 
 
The SCHOOL is part of the College of the Arts, which was established in 2016 and also includes [DELETE 
UNNECESSARY SCHOOL NAME] the Ernest G. Welch School of Art & Design, the School of Film, 
Media & Theatre, the School of Music, and the Center for Educational Partnerships in Music [INCLUDE 
FOR POSITIONS IN SOM]. In addition to offering some of the university’s most popular majors, the college 
connects faculty and students with Atlanta’s thriving arts scene and booming film and music industries. 
 
Georgia State University is a national leader in using innovation to drive student success and research growth. The 
university provides its world-class faculty and more than 50,000 students unsurpassed research, teaching, and 
learning opportunities in one of the 21st century’s great global cities. In 2022, U.S. News & World Report ranked 
Georgia State as #2 in Most Innovative Schools, #2 in Best Undergraduate Teaching, #5 in Learning Communities, 
#6 in First-Year Experiences, and #11 in Top Performers on Social Mobility among national universities.  
 
Responsibilities 
The selected candidate will be responsible for maintaining an active research/creative agenda, teaching 
undergraduate and graduate courses in DISCIPLINE, and participating in service at the department, college, and/or 
university levels.  
 
Qualifications 
Essential Qualifications 

•   
•   
•   

Preferred Qualifications  
•   
•   
•   

 
Submit: 1) a letter of application addressing the essential and preferred qualifications as well as your past and/or 
potential contributions to diversity and inclusion through research/creative activity and teaching; 2) curriculum 
vitae; 3) Examples of scholarly/creative work (e.g. two representative scholarly papers); and 4) names, email 
addresses, telephone numbers, and titles of at least three professional references. 
 
Review of applications will begin immediately and continue until the position is filled. To ensure consideration, 
please submit all materials by DATE. Should you be recommended for a position, an offer of employment will be 
conditional on background verification. 
 
Georgia State University is an Equal Opportunity Employer and does not discriminate against applicants due to 
race, ethnicity, gender, veteran status, or on the basis of disability or any other federal, state, or local protected 
class. As a campus with a diverse student body, we encourage applications from women, minorities, and individuals 
with a history of mentoring under-represented minorities in DISCIPLINE.  

http://thearts.gsu.edu/
http://artdesign.gsu.edu/
http://fmt.gsu.edu/
http://fmt.gsu.edu/
http://music.gsu.edu/
http://faculty.gsu.edu/why-georgia-state/
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RESOURCE III 
GUIDELINES FOR SEARCH COMMITTEE MEMBERS 

 
1. The search committee’s role is to recommend candidates to the hiring authority who has the 

ultimate mandate to select a candidate of choice. 
 

2. The College of the Arts is committed to achieving inclusivity and diversity throughout the 
college. It is college policy to provide equal employment opportunities for all individuals without 
regard to race, sex, religion, color, national origin, age, disability, protected veteran status, 
genetic information, sexual orientation, gender identity, or any other classification protected by 
applicable law. 
 

3. Members of the search committee are responsible for conducting themselves in a professional 
manner as representatives of their school and the College of the Arts. Search committee 
members should review the information available at https://faculty.gsu.edu/for-search-
committees/#1603814412817-ee688f12-779b.  
 

4. All information, in whatever form or format, concerning the search and the candidate pool is 
extremely confidential, and search committee members must protect the identity of individuals 
who have expressed interest in exploring this opportunity, including individual qualifications and 
merits. The privacy of applicants must be maintained throughout the entirety of the search 
process and after. Application materials, rubrics and deliberations from the search committee, 
should not be shared with anyone outside of those directly involved in the search (staff, search 
committee, and designated administrators). Application materials should be kept confidential 
until a candidate accepts an invitation for an on-campus visit (or final virtual). Furthermore, 
search committee members must maintain absolute confidentiality about all discussions of the 
search committee, both during the search process and after its completion. Any breach in 
confidentiality could result in considerable damage to the reputations and/or livelihoods of the 
candidates, the search committee, and the College of the Arts. Search committee members may 
be removed from the search committee if they breach any of these confidentiality obligations or 
fail to act in a professional manner. 
 

5. A conflict of interest occurs when a search committee member has, or appears to have, a 
familial, personal, professional, commercial or financial relationship with a candidate that may 
compromise, or appear to compromise, a fair and equitable recruitment and selection process 
and outcome. 
 
Conflicts of interest should be reported immediately to the Office of Faculty Affairs for a 
determination of appropriate actions. This may include, but is not limited to, candidates who 
have personal or professional connections, previous students, previous employees, co-authors, 
or colleagues at other institutions.  
 

6. Only the chair of the search committee or their designee is authorized to speak on behalf of the 
search committee. 
 

7. Upon the request of the chair of the search committee, search committee members must 
return or destroy all search materials they have received. 
 

8. Substantive discussion about candidates or the search process should happen in person, not via 
email. 

https://faculty.gsu.edu/for-search-committees/#1603814412817-ee688f12-779b
https://faculty.gsu.edu/for-search-committees/#1603814412817-ee688f12-779b
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RESOURCE IV 
SAMPLE ACKNOWLEDGEMENT LETTER 

 
Date 
 
Candidate’s Name 
Address 
City/State/Zip 
 
RE: Title of Position 

Department 
Log # 

 
Dear _________: 
 
This is to acknowledge receipt of your application materials for the position of _____________, a 
(tenure-track or non-tenure-track) faculty position in the College of the Arts at Georgia State 
University. Please be advised that the search committee will consider your materials, and all applicants 
notified of the search committee’s final decision by _____________. 
 
We are in receipt of the following documents: 
_____ Letter of application 
_____ Curriculum Vita 
_____ Official Transcript of highest degree 
_____ Letters of Recommendation 
 
In order to comply with government recordkeeping, reporting and other legal 
requirements, we ask all applicants to complete the Confidential Applicant Flow  
Information form at the following website: https://gsu.qualtrics.com/jfe/form/SV_0NgcmjIf9XflBbf.  

 
Completion of this form is completely voluntary and optional and will not affect your candidacy for any 
position.  Please include the Log # when completing this form. 
 
Thank you for your interest in Georgia State University. 
 
Sincerely, 
 
 
 
Chair, Search Committee 
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RESOURCE V 
EXAMPLES OF ILLEGAL JOB INTERVIEW QUESTIONS 

 
• How old are you?  

• Are you married?  

• How many times have you been married?  

• Are you in a committed relationship right now?  

• How does your spouse feel about your working here?  

• Do you rent or own your home?  

• Whom do you live with?  

• What is your sexual orientation?  

• What is your ethnicity/nationality?  

• What is your first language?  

• Were your parents born in this country?  

• What is your racial background?  

• Are you religious? Do you attend church?  

• Do you intend to have children? How many?  

• Do you have children?  

• What are your childcare arrangements?  

• Are you pregnant?  

• Do you have any disabilities?  

• Have you had any recent illnesses or surgeries?  

• Do you work out regularly?  

• Do you smoke?  

• Have you ever been addicted to drugs?  

• What is your political affiliation?  

• What organizations do you belong to?  

• Have you been injured on the job?  

• Have you ever filed for workers' compensation before?  

• Have you ever declared bankruptcy?  

• Where do you bank?  

• Have you ever been arrested? (Questions about convictions are legal, however, and are 
considered security measures.) 

 
Questions provided courtesy of - Johanna Schlegel, Salary.com Editor-in-Chief and Brian Braiker, Salary.com 
contributor.A 
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RESOURCE VI 
LAWFUL AND UNLAWFUL PRE-EMPLOYMENT INQUIRIES 

 

INQUIRY LAWFUL UNLAWFUL 

Name Name 
Inquiry into any title which indicates 
race, color, religion, sex, national origin,  
disability, age, or ancestry. 

Address Inquiry into place and length of 
current address. 

Inquiry into foreign address which would 
indicate national origin. 

Age 

Any inquiry limited to establishing 
that applicant meets any minimum 
age requirements which may 
be established by law. 

a)Requiring birth certificate or baptismal  
record before hiring. 
b) Any other inquiry which may reveal 
whether applicant is at least 40 and less 
than 70 years of age. 

Birthplace or  
National 
Origin 

 

a) Any inquiry into place of birth.    
b) Any inquiry into place of birth of 
parents, grandparents, or spouse.  
c) Any other inquiry into national origin. 

Race or Color  Any inquiry which would indicate race or 
color. 

Sex  
a) Any inquiry which would indicate sex.   
b) Any inquiry made of members of one 
sex, but not the other. 

Religion or  
Creed  

a) Any inquiry which would indicate or   
identify religious denomination or custom. 
b) Applicant may not be told any religious 
identity or preference of the employer. 
c) Request pastor's recommendation  
or reference. 

Disability 

Inquiries necessary to determine 
applicant's ability to substantially 
perform specific job without 
significant hazard. 

Any other inquiry which would reveal 
disability. 

Citizenship 
Require proof of citizenship or 
visa status after being offered the 
position. 

a) If native-born or naturalized.  
b) Proof of citizenship before hiring.  
c) Whether parents or spouse are native-
born or naturalized. 

Photographs May be required for identification 
purposes. Require photograph before hiring. 
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Arrests and  
Convictions 

Inquiries into convictions for 
specific crimes related to 
qualifications of the job applied 
for. 

Any inquiry which would reveal arrests  
without convictions. 

Education 

a) Inquiry into nature and extent 
of academic, professional or 
vocational training. 
b) Inquiry into language skills, such 
as reading and writing of foreign 
languages. 

a) Any inquiry which would reveal    
the nationality or religious affiliation of a 
school.  
b) Inquiry as to what mother tongue 
is or how foreign language ability was 
acquired. 

Relatives  Any inquiry about a relative which would 
be unlawful if made about the applicant. 

Organizations 

Inquiry into organization 
memberships and offices held, 
excluding any organization the 
name or character of which 
indicates the race, color, religion, 
sex, national origin, disability, age, 
or ancestry of its members. 

Inquiry into all clubs and organizations  
where memberships are held. 

Military 
Service 

a) Inquiry into service in U.S. 
Armed Forces when such service 
is a qualification for the job. 
b) Require military discharge 
certificate after being hired. 

a) Inquiry into military service in armed   
service of any country but U.S. 
b) Request military service records. 
c) Inquiry into type of discharge. 

Work 
Schedule 

Inquiry into willingness to work 
required work schedule. 

Any inquiry into willingness to work any  
particular religious holiday. 

Height and 
weight  Any inquiries about the applicant’s height 

or weight. 

Marital or 
parental status 

Whether applicant can meet work 
schedule or job requirements. 
Should be asked of all genders 

Any inquiry about marital status, children, 
pregnancy, or child care plans. 

Other 
Any question required to reveal 
qualifications for the job applied 
for. 

Any non-job related inquiry which may 
reveal information permitting unlawful 
discrimination. 

References 

General personal and work 
references not relating to race, 
color, religion, sex, national origin, 
disability, age, or ancestry. 

Request references specifically from clergy  
or any other persons who might reflect 
race, color, religion, sex, national origin, 
disability, age, or ancestry of applicant. 
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RESOURCE VII 
SAMPLE REJECTION LETTER 

 
Date 
 
Candidate’s Name 
Address 
City/State/Zip 
 
RE: Title of Position 
 Department 
 Log # 
 
Dear _________: 
 
On behalf of the School of ___________ at Georgia State University, I would like to thank you for 
your interest in the (title of position) in (program’s name). Members of the search committee were very 
impressed with the credentials of our applicants. 
 
I regret to inform you that this search has ended and the position has been filled. Thank you for your 
interest in Georgia State University and the ____________ program. 
 
Best wishes in your future professional endeavors. 
 
Sincerely, 
 
 
 
Chair, Search Committee 
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ADDITIONAL RESOURCES 
 

• Georgia State University Faculty Handbook (section related to the faculty hiring policy): 
https://faculty.gsu.edu/faculty-handbook/ 

 
• Board of Regents Policy Manual (section related to personnel) 

http://www.usg.edu/policymanual/ 
 

• Opportunity Development/Diversity Education Planning Faculty Hiring Procedures: 
https://hr.gsu.edu/service-centers/aa-eeo-investigation-and-hiring/hiring-procedures/ 
 

• Office of Faculty Affairs 
https://faculty.gsu.edu/for-staff/hiring/ 

 

 


