PARTFIMEANDLIMITED TERM FACULTY HIRING PROCESS
Hiring Manager: Preparing the Job Offer

Once an applicant has been selected for hire, Hiring Managers must navigate to that applicant via the

Job Posting.

CENTRAL REPOSITORY

1. Uploadapplicabledocumentdlisted belowin the Activities and Attachments tab per the
Faculty Search Guidelines for the Central Repositesy link for details
(https://www.kennesaw.edu/humanesources/careers/talenticquisition/stafthiring

process.php

a.

Q"0 Q0o
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J-

K.

application materials from all candidates, including letters of application or
application forms, curriculum vitae or resumes, academic transcripts, samples of
writing or publications, and reference lettefido Action Neededalready in the

system)

. job descriptiongNo Action Neededalready in the systa)

position announcementggcollege/department advertising)

. approval documentation to initiate the position sear@hAF for LT Only
. candidate listgtelephone/virtual and campus interview lists

faculty search committee memorandaummary onlyif applicablg

. evaluation rubrics and scoring sheets for applicdpuistification for hiring this persgn

useKSU 246842 RecommendatioARPPLCANTS LAST NAME

. interview questions (including those for telephone and famédace interviews) and

notes

telephone reference check questions and notgsmmaryonly)
itineraries of finalists invited to campus

Search process trainings

NOTE Offer letter will not be sent outvithout CentralRepository information uploaded.

Manage Job Opening

Status 010 Open Job Opening ID 265128

Updated10/15/2024



FACULTFARTTIMEANDUMITEDTERMIOB OFFHRROCESS

1. Beforeextending the verbabffer, hiring managers must seek approval by the De@nce
verbal offer approval is granted, the verbal offer is extended by the hiniaugagerto the
applicantoutside the electronic system

2. If verbal offer is accepted, hiring manager will prepédre job offer in the system. (Applicah
must be at thelnterview Disposition
Moving applicant to Interview

a. SelectOther Action® Tc O.



3. Complete the full Job Offéncludngthe following:
a. Official start datgFall =8/1; Spring = 1/1)
b. Offer expiration datdmake the same as start date)
c. Comments Box For limited term, fill in final rankand correct position numberAlso,
enter any special information you need to share
d. Complete the Jolffer Components sectiaaslisted below

Offer Components| Part-Time Limited Term

Components Base Pay Base Pay

Offer Amount Department’'sper credit hourrate Actual offer dollar
for highest degree earned amount

Payment Mode Cash Cash

Currency



Part-time Job OfferApprovalHow

Hiring Manager Creategob offer after it has been accepted outside the system
FA Coordinator



