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Access to PeopleAdmin




How to log into PeopleAdmin

Step 1. Open your browser and go to Texas State University
https://jobs.hr.txstate.edu/hr to login.

Click here to login with your Texas State ID.

Step 2. Click on “Click here to login with
you Texas State ID.” or SSO Authentication.

Guest User Login ONLY
Log In

Authenticate with single sign-on?S50 Authentication



https://jobs.hr.txstate.edu/hr

How to log into PeopleAdmin

Step 3. User will be redirected to the TEXAS*STATE

Texas State PeopleAdmin 7 login screen.

Login to PeopleAdmin 7
Texas State University

Step 4. Sign in using your Texas State
University username and password.

» Forgot your password?

» Activate your NetID

Password

Please note that you will be logged out of the

system after 60 minutes of inactivity. _
Login

PeopleAdmin 7 Texas State
University

Use of computer and network facilities owned or operated by Texas State University
requires prior authorization. Unauthorized access is prohibited. Usage may be subject to
security testing and monitoring, and affords no privacy guarantees or expectations
except as otherwise provided by applicable privacy laws. Abuse is subject to criminal
prosecution. Use of these facilities implies agreement to comply with the policies of
Texas State University. 5




Changing the User Group

User group Selection: Use the drop-down menu to toggle between user groups.

Welcome, Cristian Lieneck My Profile  logout (Cristian Lieneck)

User Group:

Search Committee Member

Employee
Search Committee Chair
Search Committee Member




Applicant Reviewer




Applicant Reviewer

The Search Committee Applicant Reviewer feature is designed to allow you to view the applications and applicant
documents associated with a posting and move the applicants through the applicant workflow states in the applicant
review process. Search committee members are assigned to a posting when the posting is created.

&« C & jobshrixstate.edu/h

Step 1: Click the Postings tab
located in the blue bar and
select the appropriate position
type (Tenure Line Faculty or
Nontenure Line Faculty)

0 You are now viewing the system as a member of the Search Committee Member group

Applicant Tracking System

UNIVERSITY

from the drop-down menu.

Postings ~
Staff

Tenure Line Faculty
Nontenure Line Faculty

Alerts




Step 2: Locate the posting, select Actions and View Applicants.

Faculty Postings
"Faculty Postings" o Selected records o Clear selection?
(Actions)
Faculty
Proposed member
Job Posting Position Area of Review being Active Workflow
O Number Title College Department Expertise Date Close Date replaced Applications State
e o Politica Vick e
) 202030FAC fiStstant  CONeBeOf  Science  Law 11/15/2019 Brittain 0 Eroed-Ne tions v
Ete EE TR (50000109) (50021902) TN
Open Rank,
Faculty of
Practice and
Texas Political
- e e = | College of Public New P :
U 202125FAC Certified 8 Science i . 12/04/2020 c £ 0 Filled Actions w
Public Liberal Arts (S0000108) Administration (50038457)
Manager,
Director
= Accleranm Political Cynthia
0 20223TTL  pisistant - College of  science 08/15/2021 Opheim 5 Actions w
i e jiciiciak i (50000109) (50009188) -

Peop|EAdm|n Better Talent. Better Future. Copyright 2021 All Rights Reserved




Step 3: Select Actions and View Application. The required and/or optional applicant documents can be viewed at
the bottom of the application or under the Documents tab.

Step 4: To view the PDF version of the application and documents, click the Generate link located under the

Combined Document column. Once the PDF opens, you can view, save, and print the document.

Workflow
State

Last Name First Name (Internal)

by SCC
by S5CC
by SCC

by SCC

by 5CC

B Under Heview

Under Review

Under Review

Under Review

Under Review

Workflow
State
Entrance
Reason

Veterans
Preference
Verified

Posting
Number

20223TTL

20223TTL

20223TTL

Combined
Document

Application
Date

June 02, 202
at U4:34 PM
J une 04, 2021 -
t03:10 PM

june 06,2021 . .
at 11:44 PM CLESEE

June O/, 2021 .
at01:35 pPM  Jenerate

June 07, 2021 GaRErTE
at 05:28 pM = JENerate

Document
Conversion
Status




To View Applicants' Materials Collectively: The system allows committee members to select multiple applicants
at one time to download and review as one PDE. You have the option to select, for review, specific documents or all

documents for the applicants selected.

Step 1: Select the applicants to review by checking the Boxes next to the applicant's names.

Step 2: Select the button and click Download Applications as PDF.

Ad hoc Search o- Save this search? Selected records o

Workflow
Workflow State
State Entrance
Last Name First Name (Internal) Reason

Under Review
oy SCC

Under Review
by SCC

Under Review
by SCC

Under Review
oy SCC

Under Review
by SCC

Clear selection?

Veterans
Preference
Verified

Posting
Number

20223TTL
20223TTL
20223TTL
20223TTL

20223TTL

Application
Date

June 02, 2021
at04:34 PM

June 04, 2021
at03:10 PM

June 06, 2021
at 11:44 PM

June 07, 2021
at01:35 PM

June 07, 2021
at 05:28 PM

Combi
Docum

Geners

11




Step 3: Select the document type(s) to view Select the document type(s) to use.

d 1 k S b . ® Application and All Documents
ana clic ubmit. O Only These Document Types
e The committee member can download O Application Data

. . U Cover Lett
the Application and All Documents O ot Vitae

. . (J Unofficial Transcripts (all in one document)
Oor SpeCIﬁC documeﬂts prOVIded by the () samples of Scholarly Work/Research
applicant.

U syllabi

(J Evidence of Teaching Experience/Evaluations
(J Evidence of Teaching Effectiveness

CJ DD 214/DD1300

Step 4: The system will create a PDF O Veteran's Preference

(J Resume

containing all the documents selected. O Letter of Recommendation #1
(J Media File

UJ portfolio

(J Licensure

(J certifications

(J Letter of Recommendation #2

(J Letter of Recommendation #3

(J Other Required Documents

(J List of References




Changing Applicant Workflow Status




Changing Individual Applicant Status

Step 1: To change the state of

one applicant, click on the

Applicants who do not meet qualifications, or who are
II eliminated during the review process, should be designated as
Keep working on this jol “Not Hired". In addition to changing the Applicant Status, the
application committee chair will select the appropriate reason for non-

applicant's name to review
their application.

WORKFLOW ACTIONS selection.

withdraw Application (move

Step 2: On the Applicant to Withdrawn)

Review page’ select the Interview Pending (move to Hot Hired (move to Hot Hired)

Interview Pending) Reason (required)
button and
I Mot Hired (move to Mot Hired) I ' = '_

. | Please select
select the appropriate

Interviewed - Not Hired Please select
WOfkﬂOW State. A Take {move to Interviewed — Mot Does Mot Meet Required Qualification(s) - Education/Degree
. . Hired) Does Mot Meet Required Qualification(s) - Certification/License
Action box will then appear, ST s e e e
. * Applica[ion Expired {IT]D"JE o Does Not Meet Required Qualification(s) - Published Research/Research Potential
CIICk Submlt to move the Application Expired) Does Mot Meet Required Qualification(s) - Teaching fAdministrative Experience

. Does Mot Meet Reguired Qualification(s) - Other Job Requirement:
applicant. .
Low Matrix Score

ncomplete Application

Dedined Interview

Other:




Changing Multiple Applicant States

Step 1: To change the state of multiple applicants, select the blue button on the Applicant
Review page, select Active and the Workflow State: Under Review by SCC and then click the Search button.

sSummary History Applicants Reports

To add a new column to the search results, select the column from the drop down list.

Saved Searches v Search Q Hide Search Options v

Add Column: | Add Column w

Workflow State:

Under Review by SCC

Active/lnactive: Actva | J

Applicant 1D:




Step 2: From the list of applicants, check the boxes to select the applicants to move in bulk.

Step 3: Hover over the button and select Bulk: Move in Workflow.

Ad hoc Search o Save this search? Selected records o Clear selection? m

GEMERAL

Review Screening

PDF

Under Review by 20223TTL June 07, 2021 at
SCC

Workflow State  Posting Combir Question Answers
Last Name First Name (Internal) Number Application Date Documi
Download Screening
Under Review b e 02, 2021 at e i
I GHCENNEVIEWLY oozozrm. I D Genera  Question Answers v
_ ELJJgéierRewewby 20223TTL {ju;%[]gmmm at Genera Export results L
BULK
Under Review by June 06, 2021 at -
_ 5CC 20223TTL - 91:44PM CENera Iy tove in Workflow '
B U ety aomsmi NeOL20213 Genera pownload Applications as v

: Genera v
05:28 PM Create Document PDF per

Applicant




Step 4: Select the workflow state to which you would like to move all applicants and click Save Changes to update.

Step 5: After completing each bulk move, restart with Step 1 as all applicants must reside in the same workflow state
(e.g., Under Review by SCC) to complete a bulk move.

Editing: Workflow 5tates for 2 Applicants

Change for all

applicants Mot Hired | Please select... >

Please sebect

Does Not Meet Required Qualification(s) — Educaton/Degree

Applicant Current State  New State of Meet Required Qualiication(s) = Cenrification/Licensa

Does N
Does Not Meet Required Qualification(s) — Area of Expertise

Under Review Does Not Meet Required Qualification(s) — Published Research/Research Polentia

v SCE Mot Hired : ; 3 g A
il Does Not Meet Required Qualification(s) = Teaching/Administrative Experience
Under Review Does Not Meet Required Qualification(s) — Other Job Requirement

o Mot Hired b
by SCC Low Malrix Score

Under Review Incompilete Application
by S Mot Hired "
by SCC Declined Inberview

Other

17



How to Use the Hiring Matrix Tool




Hiring Matrix

The hiring matrix tool 1s required for all faculty searches. This tool ensures the
hiring selection decisions are made only on lawful, job-related, and non-
discriminatory criteria, thus providing Equal Employment Opportunity to all
applicants. The search committee should design the matrix categories to correspond
to the required and preferred qualifications stipulated in the posting;

Sample hiring matrix templates can be found in the Faculty Recruitment Toolbox
located under the Search Committee Resources — Hiring Matrix Tool.

19
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https://facultyresources.provost.txstate.edu/recruitment/toolbox/search-committee/matrix.html

Step 1. After downloading the template, begin filling
out the hiring matrix by entering the job title and job
number at the top of the matrix. The posting
number is assigned once the search is approved by
Faculty and Academic Resources in the online
recruitment system.

Posting Information

Position Title Professor in Mechanical Engineering

Job Posting Number 202116FAC

Job Title: Professor in Mechanical Engineering

Job Number: 202116FAC

Job Location San Marcos
Department Ingram School of Engineering
——

Required Qualifications

consideration)

(A "0" or "No" here eliminates applicant from further

F Verified
hficatnons

20



» An earned doctorate in mechanical engineering or a closely related
discipline.

* Meet the relevant requirements of ISoE, College of Science and
Engineering, the University and the TSUS Board of Regents to be

Step 2. Use the blank column headers to

Required
. . . . i ; tenured at the rank of professor.
hSt the requlred quahﬁcatlons and Qualifications « Demonstrated experience in undergraduate and/or graduate
. . curriculum development and ABET accreditation.
pfefefred quahﬁcatl()ﬂs. The - Demonstrated commitment to diversity.
qualifications should match the job
. . . » Demonstrated record of discipline specific research publications in
postlng exacdy. DO not add criteria that internationally recognized journals and conferences.
. . * Demonstrated experience in securing externally funded grants and
does not appear in the posting or contracts. | |
* Evidence of excellence in teaching at the undergraduate level.
1eave any qualiﬁcation(s) out. * Industry experience and/or Professional Engineering licensure.
P"Ef’%"Edl * Demonstrated experience with one or more of the following digital
Qualifications tools/technologies: internet of things, big data and analytics,

engineering simulation, additive manufacturing, robotics, artificial
intelligence and/or cybersecurity.

Required Qualifications

A "0" or "No" here eliminates applicant from Preferred Qualifications
An earned Demonstrated

doctorate record of disciphne
mechanical specific research
enginNeerng publications in
or a closely | Required Required Required mtemationally Preferred Preferred

related  |Qualfication |Qualfication | Quahfication | recogmized journals | Qualications | Qualications

disciphne. #2 #3 4 and conferences #2 #3




Step 3. Below the qualifications, indicate the scoring range for each qualification [yes(1)/no(0),

0-5, 0-10, etc.]

Job Title: Professor in Mechanical Engineering

Job Number: 202116FAC

Required Qualifications
(A "0" or "No" here eliminates applicant from

Preferred Qualifications

eteran's Preference Verified

Applicants MName

eets Required Qualificatons

An earned
doctorate
mecharmcal
engieenng
or a closely
related
I. inhine
Yes/No
or
0-X

Required
Qualification

Yes/No
or
0-X

Required
Quahfication

Yes/No
or
0-X

Requred
Quakfication

Yes/No
or
0-X

Demonstrated
record of disciphne
specific research
publications in
mternationally

recogiuzed journals

Preferred
Qualications

Preferred
Qualications




Step 4. Enter the names of all applicants, even those who have withdrawn or submitted
incomplete applications. You are not required to evaluate these applicants; however, you need
to indicate on the matrix why they were not scored. You can do this in the ‘Notes’ column on
the far right of the matrix (e.g., withdrawn or incomplete application).

B
E An earned Eﬂ E ~E Eﬂ
E o doctorate i |Meet the relevant Demonstrated record of ] ,E g ol 3
|k oz i ) o . 8 g |8 ol d
& E‘ 8 mechameal requirements to disciphine specific research r-: ﬁ ; 8 r-;
- g g &|engineermg or a (be tenured at the publcations m i = g El2
E S ﬁ % closely related rank of mternationally recogmzed 8 E % E E 8
5 =2 & disciplne. professor R3 | R4 | joumals and conferences | P2 | P3 | P4 | P5 ;% S i _‘E
o & -
.| Applicants Name /Mly/m| Yes/No Yes/No [0-10|0-5 0-15 0-5 (0-10|0-15| 0-5 | & g v/l 2 | 2o [A g Motes:
Lvnd: Wittekiend N | N 0 0| Withdrawn
> |Beth Foen Y b Yes Yes 3.00 | 5.00 3.00 3000 500 | 3.00 | 200 I3[ YES 3 40| Prebmunary Interviess Conducted - Deternuned unl
3 |Candice Satchell NI|Y Yes Yes 3.00 | 5.00 10.00 30010001500 500 25 1o 63| Alternate #1 - Recommended for Interview
Cindy Waggoner NI|Y Yes Yes 10.00) 5.00 15.00 300100001500 500 65 20 33| Recommended for Interview
> |Elizabeth Mello NN Yes No 0 0|Does not meet required quakificaiton - Tenured at 4
Tammy Sharp Y | N No 0 0|Does not meet required qualificaiton - Eduu:atiu:ul.-"l
Nicholas Schellman f N | N 0 {0|Incomplete Application I

23




Step 5. Applicants must be screened based on the application materials provided as part of
their application.

The following documentation must be included in the application.
1) Cover letter
2) Curriculum vitae
- a) Professional registration status
Application b) List of professional and post-doctoral employments
Procedures ¢) List of published peer-reviewed articles
d) List of funded research proposals, with funding amount and
funding agency
e) List of courses taught as the Instructor of Record
3) Statements of research interests
4) Statements of teaching interests
5) List of three references

24



Step 6. When scoring applicants on the matrix, each column should indicate whether the
applicant meets the specified qualification.

B

E An earned Eﬂ T |e Eﬂ

‘E o doctorate m | Meet the relevant Demonstrated record of 3 E g u g

:E 8 2| mechanical fequirements to cizcipline specific research I-E a |, E IE

[~ ol i i - o i =} = -| " =]
.5 - E engmeerng of a | be tenured at the publications m 8 - E g8
] = 3 .

¥ 9| 3 clozely related rank of mternationally recognized g 5 % E g 8

5 5|le B L . T e 2

52O discipline. professor R3 | R4 | journals and conference: | P2 | P3 | P4 | P5 % s &4 ] ;%

4 2 < 2
- a L~ a
No.|Applicants Name | Y/N|¥/N| Yes/No Yes/No |0-10|0-5 0-15 0-5 [0-10(0-15| 0-5 |8 & |v/™N| 20 | 20 |B & |Notes:

U |Lyndi Wittekiend 0| Withdrawn
2 |Beth Foen b 5 40| Preliminary Intermew Condncted - Determuined un
3 |Candice Satchell 10 65| Alternate #1 - Recommended for Interview
4 | Cindy Waggoner 20 23| Recommended for Interview
3 |Elizabeth Mello 0|Does not meet required quakficaton - Tennged at 4
6 | Tammry Sharp 0|Does not meet required quakficatton - Eduu:atinn.-“i
7 |Nicholaz Schellmar 0|Incomplete Application I

25




* If the applicant meets the qualification, indicate YES or a score within the scoring range [0-5,
0-10, etc.]
* If the applicant does not meet the qualification, indicate NO or zero [0].
o Once you reach a required qualification that is not met, you may stop scoring the applicant.
o For applicants who are missing at least one required qualification, mark them with an ‘N’ in
the “Does Not Meet Required Qualifications” column.

>
E An earned Eﬂ T | Eﬂ
‘E o doctorate m | Meet the relevant Demonstrated record of i ,E g u ]
:E .E‘ .g mechanical tequirements to discipline specific research HE g o E HE
LE o E ngneermg of 4 | be tenured at the publcations in g = E El.g
@ ﬁ % closely related rank of mternationally recogmnized 8 E % E g 8
::J =& discipline. professor R3 | R4 | joumals and conferences P2 (P3| P4 | P5 % ',:: ] 5 %
- 4 2
No.|Applicants Name | ¥/1 Yes/No Yes/No |0-10|0-5 0-15 0-5 [0-100-15| 0-5 | & |v/~| 20 | 20 |8 & |Nores
! Lvadi Witteliend N 0 0| Withdrawn
2 |Beth Koen Y Ves Ves 5.00 (3.00 5.00 5000 500 500 .00 33| YES 5 40| Prebmunary Intermesw Condocted - Determined un|
3 |Candice Satchell N Yes T 5.00 |3.00 10.00 5.00|1000(15.00| 3.00 35 10 Gl Alternate & R ecomended fo
4 |Cindr Waggoner N i “ 10.00] 5.00 13.00 500010001500 5.00 65 20 3| Recommended for Interview
3 |Elzabeth Mello N I“ No 0 2= eef reqiure ifica
6 |Tammv Sharp Y No 0 0|Does not meet required qualificaiton - Education/
T |Nicholas Schellman | N 0 (| Incomplete Application I




Step 7. If any applicants qualify for Veteran’s Preference,
mark that in the “Veteran’s Preference Veritied” column.

According to Chapter 657 of the Texas Government Code, individuals who qualify for
veteran’s preference are entitled to preference in employment with the University over other

Veteran's Preference

applicants who do not have greater qualifications.

Workflow Do you wigh ™o, App]icaﬂts MName
Workflow State to claim Veterans
State Entrance Veteran's Preference 1 Lvndi Wittekiend N
Last Name First Name (Internal) Reason Preferenc@§? Verified =
7 -
SN e — [Beth Roen X
Review
3 |Candice Satchell N
Under AINCCE HATCIE i
. B Yes Yes
_ Under . - 4 Cindy Waggoner N
Review
- Und 2 |Ehzabeth Mello N
Review :
B U Vo " 6 |Tammy Sharp Y
- Review - —
Under
B Yes No

27



http://www.statutes.legis.state.tx.us/Docs/GV/htm/GV.657.htm

Veteran’s Preference
o If the total number of individuals interviewed for the position is six or fewer, the state agency is required to
interview at least one individual qualified for veteran's employment preference.
o If the total number of individuals interviewed for the position is more than six, the state agency is required to
interview at least 20% of total applicants that qualify for veteran's employment preference.
o If the applicant pool does not have any applicants who self-identify as eligible for Veteran’s Preference, this
interview requirement does not apply.

B

E An earned Eﬂ T | Eﬂ

E g doctorate in | Meet the relevant Demonstrated record of 3 E 2 ol 3

I ) . L . g £ |5 &l 8

& E‘ 5 mechanical requirements to discipline specific research r-; ﬁ ; & r-:

- o @ &|engmneenng or a|be tennred at the publications in £ P g Els

E b E % closely related rank of mntermnationally recognized 3 é % = E g

- dizcipline. professor R3 | R4 | joumals and conferences | P2 | P3| P4 | P5 E I ] %

=2 5 3 =
No.|Applicants Name | ¥/N|¥/N| Yes/No Yes/No |[0-10|0-5 0-15 0-5 [0-10{0-15| 0-5 |2 & | v/ | 20 | 20 |8 & |Nores:

L |Lynd: Witteliend ' Y ) 0| Withdrawn
2 |Beth Koen Yes Yes 500 1500 5.00 500( 500 500 500 & 5 40| Preliminary Interview Conducted - Determined un
3 |Candice Satchell N | Y Yes Yes 5.00 |5.00 10.00 5.00(10.00] 15300 5.00 55 10 63| Alternate #1 - Recommended for Interview
4 |Cindv Wagponer N | Y Yes Yes 10,00 [ 5.00 15.00 500 (1000] 1300 5.00 65 20 25| Recommended for Interview
> |Elizabeth Mello N | N Yes No 0 0|Does not meet required qualificatton - Tenured at
& |Tammy Sharp Y | N MNo 0 0|Does not meet required qualificaiton - Education.—-’l
7 |Nicholas Schellman | N | N 0 0| Incomplete Application I

28



Step 8. For positions listed as ‘Open Until Filled', the committee should set the full consideration date. All
applicants must be reviewed and included on the matrix, no matter their application date.

>
E An earned Eﬂ T | Eﬂ
E T doctorate m  |Meet the relevant Demonstrated record of o E g o ¥
E .E‘ _E mechanical requirements to dizciplne specific research ME g - E HE
- 3 - E engmeerng or a | be tenured at the publcations m = - E Elg
E - E % closely related mank of mternationally recognized 8 E % E E g
b2 & discipline. professor R3 | R4 | joumnal and conferences | P2 | P3 | P4 | P5 _‘E s |4 a8 5 ;%
+ & 4 R
No.|Applicants Name  |Y/N|¥/N| Yes/No Yes/No |0-10|0-5 0-15 0-5 |0-10(0-15| 0-5 | & g: vy/N| 20 | 20 (B g Notes:
I |Lyndi Wittekiend NN 0 0[Withdrawn
2 |Beth Koen Y Y Yes Yes 3.00 | 5.00 3.00 300 ( 300 | 300 | 5.00 33| YES 3 40| Prehmunarr Interview Conducted - Determuned un
3 |Candice Satchell N[ Y Yes Yes 3.00 | 5.00 10.00 300 1000|1500 3.00 55 10 63| Alternate #1 - Recommended for Interview
4 |Cindy Waggoner NI|Y Yes Yes 10.00 | 3.00 15.00 300 1000|1500 3.00 65 20 23| Recommended for Interview
3 |Elzabeth Mello NN Yes Mo 0 0|Does not meet required quahficaiton - Tenured at
6 | Tammy Sharp Y | N Neo 0 0|Does not meet required quahficaiton - Educal:iml.-"i
7 |Nicholas Schellman | N | N 1] 0|Incomplete Application I
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Step 9. After screening each applicant, calculate the applicant’s required and preferred scores to

determine the top candidates.
o Only applicants that meet the minimum requirements should be interviewed.

Instructions for moving the applicants to the appropriate workflow state can be found in the
Faculty Recruitment Toolbox under the Search Committee Resources — Applicant Workflow

Status.

30




Step 10. At the conclusion of the final interviews, the search committee should meet to
determine which candidates, if any, to recommend for hire. The search committee may choose
to provide rankings, strengths and weaknesses, determination of acceptable and unacceptable
candidates, and other types of feedback in its recommendation. The search committee chair
forwards the recommendation to the department chair or school director.

After discussion with the chair or director, the dean will review the recommendations. If dean
concurs with the recommendation, he or she will submit the salary recommendation and start-
up request, if applicable, to Division of Research for approval. With dean and associate provost
approval, the chair or director may begin formal negotiations. Please review the Faculty
Compensation and Faculty Hiring Guidelines on Faculty and Academic Resources - Faculty Hiring and
Retention.

31



https://gato-docs.its.txstate.edu/jcr:0b7ba06c-a4e1-4996-a541-12b3fd0d13e0/Texas%20State%20University%20Guidelines%20Faculty%20Compensation%20and%20Faculty%20Hiring%20.docxmpensation%20and%20Faculty%20Hiring%20.docx
https://gato-docs.its.txstate.edu/jcr:0b7ba06c-a4e1-4996-a541-12b3fd0d13e0/Texas%20State%20University%20Guidelines%20Faculty%20Compensation%20and%20Faculty%20Hiring%20.docxmpensation%20and%20Faculty%20Hiring%20.docx
https://facultyresources.provost.txstate.edu/hiring-and-retention.html
https://facultyresources.provost.txstate.edu/hiring-and-retention.html

Step 11. The search committee chair is responsible for preparing the final hiring matrix and
changing applicants to the appropriate state in the online system.

o Applicants who do not meet qualifications or who are eliminated during the review
process should be designated as “Not Hired” with the most appropriate reason for
non-selection (e.g., Does Not Meet Required Qualification—Degree, Incomplete
Application, Low Matrix Score, Declined Interview).

o Applicants who were interviewed should be moved appropriately (e.g., Interviewed —
Not Selected, Recommended for Hire).




Preparing the Final Matrix

o Add the final interview scores, rankings, or acceptable/unacceptable to the ‘Interview’ column.

o Update the ‘Notes’ column to reflect applicants’ outcome (e.g., Selected for Hire, Interviewed — Declined Offer,
Interviewed — Not Selected, Low Matrix Score, Does Not Meet Qualifications)

o If posting was listed as Open Until Filled, all applicants must be reviewed and included on the matrix, no matter
their application date.

u | B &
g |8 8 1 I
= =
E éf An eamed Eﬂ H 'E E.' Eﬂ
E o doctorate m  |Meet the relevant Demonstrated record of 2 E 2 § 2
% | 8 . . L - 2 A s i
g E- mechameal requirements to chsciphne specific research u'; ﬁ o q'_,.i u';
5 g |engmeenng or a |be tenuged at the publications m al = E ‘E” =
@ E closely related rank of mtemnationally recogmzed .ﬁ 5 % ':'E .ﬁ
|| ; b= dizcipline. profeszor R3 | R4 | joumals and conferences P2 | P3| P4 | P5 % S-u ) = %
o o
Fo. | Applicants Name | ¥/N[¥/N| Yes/No Yes/No |0-10|0-5 0-15 0-5 |0-10(0-15| 0-5 g v/| 20 B | Motes:
L | Lvndi Wittekiend NN 0 0| Withdrawn
2 |Beth Koen Y | Y Yes Ves 5.00 | 5.00 3.00 500( 300 300 3.00 33| YES 5 40| Prelimunary Interview Conducted - Determuned unacceptable by Commuittee
3 | Canclice Satchell N|Y Yes Yes .00 (3.00 10.00 .00 | 10.00)15.00] .00 55 10 3| Alternate #1 - Not Interviewed
4 [Cindr Waggoner N|Y Yes Yes 10.00) 3.00 13.00 .00 | 10.00)15.00] .00 65 20 5 Interviewed - Selected for Hire
> |Elzabeth Mello N[N Yes No 0 Does not meet required qualificatton - Tenured at the rank of professor
6 |Tamnv Sharp Y | N No 0 Does not meet required qualificaiton - Education/Degree
7 |Nicholas Schellman | N | N 0 Incomplete Application




Additional Notes on Reviewing Applicants

1. All applicants (even those who are withdrawn or submitted incomplete applications) are
listed on the hiring matrix.

2. All protected veterans are marked on the matrix (and if there are any who are minimally
qualified, that at least one was given an interview).

3. The required and preferred qualifications listed match the job posting (nothing missing,
nothing added that wasn’t listed in the posting).

4. Tor those candidates who are marked on the matrix as “Does Not Meet Minimum
Requirements,” at least one qualification must be marked on the matrix as not met.
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For assistance, please contact Talent Acquisition at 512.245.2557 or

talent@txstate.edu.

FACULTY AND ACADEMIC
RESOURCES

MEMBER THE TEXAS STATE UNIVERSITY SYSTEM


mailto:talent@txstate.edu
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