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Request Approval for Faculty Position-Annual or Off-Cycle
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__

Page 1 of 6
Rev. 09/29/23

New and Carryover 
Positions

Provost sends request for 
new hiring lines for next 

academic year (including 
current, unfilled hiring 

lines), to Dean

Dean requests new hiring line 
wish list from Department 

Chairs. Dept. Chairs indicate if 
current unfilled lines will be 

carried over, if not filled.

Provost or 
Provost’s Delegate 

reviews and 
approves request

Proceed to Step 2

Dean’s Office 
notifies the 
Department 
Chair(s) of 

approved lines

Position Approved via Annual Hiring Plan

Position Approved via Off-Cycle Request*
*Any position that is needed outside of the initial requests on the annual hiring plan for the current search year (9/1-8/31). This includes requests for positions for all T/TT new and replacements, 
Academic A&P (chair and associate dean lines) new and replacement A&P administrators, Non-Tenure Track to Tenure-Track (NTT-TT) Conversions, Tenure-Track to Non-Tenure Track (TT-NTT) 
conversions and full-time Non-Tenure Track (NTT) positions (including fully grant funded positions). **Full-time NTT replacement lines do not require Provosts approval; proceed to Step 2.

Off-Cycle new or 
replacement position 

needed*

Department Chair 
submits request 

for for new or 
replacement hiring 

line to Dean

Dean reviews and 
approves request 

and sends to 
Provost for 
approval**

Provost or 
Provost’s Delegate 

reviews and 
approves request

Proceed to Step 2

Dean’s Office 
notifies the 

Department Chair 
of approval

Dean reviews 
dept. requests and 
forwards College/
School wish list to 

Provost

Contact facultyemployment@uta.edu for questions regarding the faculty search proccess.



Position is approved for 
Posting

Dean notifies 
department of 

position approval

Department Chair 
identifies search 
committee chair, 

committee members, 
department support staff  

& charges search 
committee

Search committee 
members, 

department chair 
and support staff 

attend training

Proceed to Step 3

Search Committee 
Chair drafts job 

advertisement and 
hiring rubric and 

gathers all 
information 

necessary for posting
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ST
EP

 2
__

__ Identify, Activate and Train* the Search Committee 

FACULTY SEARCH PROCESS

Contact facultyemployment@uta.edu for questions regarding the faculty search proccess.



Dean/Designee 
Approves Posting 

Proceed to Step 4: Screen 
Applicants and Request 
Approval for Interviews* 

Search Committee has 
been charged and 
completed training

Department 
initiates Posting 

(Submission of posting
request confirms Dept.

Chair’s approval)

Faculty 
Employment 

reviews and posts 
position

EEO Review

Dean/Designee 
Approves Posting 

Proceed to Step 4: Screen 
Applicants and Request 
Approval for Interviews* 

Search Committee has 
been charged and 
completed training

Department 
initiates Posting

(Submission of posting
request confirms Dept.

Chair’s approval) 

Faculty 
Employment 

reviews and posts 
position

EEO Review

External Posting (Regular or Expedited)*

Internal Posting (Expedited or Regular Posting)**
**All internal postings will be posted on the internal job board for internal candidates only and will not be public facing. Internal Expedited postings must be posted for a minimum of 5 business 
days. Internal Regular must be posted for a minimum of 30 business days. All postings will be initiated by the Applicant Reviewer (the department support staff or search committee chair).

(include PDF of approval email
 from Provost if Off-Cycle 

request)

(Orange box indicates action takes place in People Admin)

(Orange box indicates action takes place in People Admin)

* All external positions will be public facing for internal and external applicants to apply. External Regular must be posted for a minimum of 30 business days. External Expedited must be posted for a 
minimum of 10 business days. All postings will be initiated by the Applicant Reviewer (the department support staff or search committee chair).

Initiate the Faculty Search & Post the Position

ST
EP

 3
__

__
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Submission of 
posting request 
confirms Dept.

Chair’s approval

Submission of 
posting request 
confirms Dept.

Chair’s approval



Applicant applies 
to posting in 

People Admin

Department 
transitions First 
Round interview  
candidates for 

approval

Proceed to Step 5: Submit 
the Faculty Hiring Proposal

EEO reviews 
applicant pool and 

EEO Report

Department  
transitions Final 

Round (on-
campus) Interview 

candidates for 
approval 

EEO reviews 
applicant pool and 

EEO Report

Department Chair/
Delegate reviews 

and approves First 
Round Interview  

Requests 

Dean/Delegate 
reviews and 

approves First 
Round Interview  

Requests

Department Chair/
Delegate reviews 

and approves 
Final Round 

Interview  
Requests

Dean/Delegate 
reviews and 

approves Final 
Round (on-

campus) Interview  
Requests

Search Committee 
conducts First 

Round Interviews 
& identifies 

finalists for Final 
Round Interviews*

Search Committee 
conducts Final 

Round Interviews 
& identifies 
finalist(s) to 

recommend for 
hire

Dean/Delegate 
reviews and 

approves finalist(s) 
for Recommended 

for Hire

Applicant under 
review by 

Department 
Search Committee

Faculty Employment 
Reviews requests for 
Completed Criminal 
Background Checks

Department 
transitions finalist(s) 

for approval to 
Recommend for Hire

(Applicants to be dispensed if
 they will not be selected for First

Round Interview)

(Applicants to be dispensed if
 they will not be selected for Final 

Round Interview)

(Orange box indicates action takes place in People Admin)

Screen Applicants and Request Approval for Interviews* 
*Only the Final Interview is required for internal postings. *Initiated by the Applicant Reviewer (the department support staff or search committee chair)

ST
EP

 4
__

__
FACULTY SEARCH PROCESS
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User Group must 
be Applicant 

Reviewer

All Final Round 
candidates must 
have approved 

CBC



Finalist has been identified 
via Final Round Interview

Dean’s Office  
Approved to 

Extend Offer to 
Finalist 

Dean/Dept. Chair 
makes verbal offer to 
candidate and starts 

negotiations

 Department or Dean 
initiates 

 Hiring Proposal* in 
People Admin  

Faculty Hiring Proposal-Track 2*

Provost’s Approver 
Group

(final review & approval)

Finalist has been identified 
via Final Round Interview

Proceed to Step 6: Extend the Offer 
to the Candidate & Finalize the Hire

Dean’s Office  
Approved to Extend 

Offer to Finalist 

Dean/Dept. Chair 
makes verbal offer to 
candidate and starts 

negotiations

Dean Submits Revised 
 Hiring Proposal 

Packet** 

Faculty Hiring Proposal-Track 1*

Proceed to Step 6: Extend the Offer 
to the Candidate & Finalize the Hire

*Required if  any revisions are needed to the originally approved hiring line parameters. The revised hiring proposal package is submitted outside People Admin.  
 Email revision package to Provost@uta.edu and facultyemployment@uta.edu

(Orange box indicates action 
takes place in People Admin)

ST
EP

 5
__

__

 Submit the Faculty Hiring Proposal*
*Postings with multiple vacancies can submit multiple hiring proposals concurrently.

FACULTY SEARCH PROCESS

*Required for all full‐time hires.

Contact facultyemployment@uta.edu for questions regarding the faculty search proccess.
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Dean/Dean’s 
Delegate reviews and 

approves hiring 
proposal 

Faculty Employment 
Reviews Hiring 

Proposal
 

Provost’s Approver 
Group

(final review & approval)

 Faculty Affairs
 Academic Resource Planning
 Academic Talent, Culture & 

Engagement

*Any changes to approved hiring line Including:
 Spousal Hire/Nepotism Form
 Tenure with Hire Package
 Remote Work Agreement
 STARs Package
 Endowed Position Package

 Faculty Affairs
 Academic Resource 

Planning
 Academic Talent, 

Culture & Engagement

*Job Offer Workbook‐Form A 
& any other required 

documents

**Job Offer 
Workbook‐Form B & 
any other required 

documents



Contact facultyemployment@uta.edu for questions regarding the faculty search proccess.
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Faculty 
Employment 
Finalizes Hire

(Hire Finalized) & 
Transitions 

Posting to Filled

Candidate 
Accepts & Sends 

Signed Offer 
Letter to Dean’s 

Office/
Department/

Dean’s Office 
extends offer to 
finalist via email 
using approved 

offer letter*

Dean’s Office 
Uploads Signed 
Offer Letter in 
People Admin

(Offer Accepted)

Hire Finalized
Unit Approved to 
Extend Offer to 

Candidate

Department/
Dean’s Office 

submits E-Form 
with Signed Offer 
Letter in UT Share

(Orange box indicates action takes place in People Admin)

FACULTY SEARCH PROCESS
ST

EP
 6

__
__  Extend the Offer to the Candidate & Finalize the Hire

Dept dispenses all candidates 
and emails 

facultyemployment@uta.edu  
to finalize posting
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