B RONX — Office of Affirmative Action, Bronx Community College
-” I Compliance and Diversity of The City University of New York
COM M U w Language Hall, Room 27 2155 University Avenue
P: 718.289.5151 Bronx, New York 10453

COLLEGE F: 719.289.60T1

RECRUITMENT PLAN

The Equal Opportunity and Affirmative Action Policies of the City University of New York and of Bronx Community College mandate that equal opportunity
is offered to all qualified applicants; and that a good faith effort is made to recruit and identify qualified women and minority applicants.

Attachments needed: Must attach CUNYFirst Position Vacancy Notice/Template — Consult with the Office of Human Resources before submitting a Recruitment Plan.

Must attach a current and proposed division/office organizational chart (for all Non-teaching Instructional Staff/ECP/Classified Positions)
Instructions: Please complete the Recruitment Plan and include all attachments. You must have your respective Vice President approve a Recruitment
Plan before you submit for review and processing. Submission of an incomplete recruitment plan will be returned to the hiring manager.

Position Description (please fill all areas below):

*After September 1, 2013, ALL req| for HEO series titles must be submitted by your respective Vice President to the Chairperson of the HEO Screening Committee for review and approval. Once approved
by the HEO Screening Committee, the Office of Affirmative Action, Compliance and Diversity will proceed with the review/approval process to have the Office of Human Resources process the job posting. For
all other titles, you must submit budget approval (i.e., email/written justification) from the Office of the Senior Vice President of Administration and Finance. Budget approval will be verified beforehand.

Position Status: |:| Newly Created Position* |:| Vacant Position/Refill I:I Reposted Position
Contract Title: |:| Faculty: I:IProfessor -I:IAssociate Professor -l:IAssistant Professor -l:l Lecturer -|:| Instructor
I:l Non-Teaching Instructional: l:l CLT - El(aHEO) Assistant to HEO —I:l (HEa) Higher Education Assistant
I:I (HEA) Higher Education Associate I:l(HEO) Higher Education Officer
D Civil Service/Classified: I:I Probable/Permanent Status I:lProvisional Status

|:| Executive Compensation Plan

CUNYFirst Job Title/Position:
Hiring Department/Office:

Suggested Post/Publication Area(s):
Professional Associations (identify)*
Websites/Publications (identify)

*Postings on job boards are often available only to association members. If you or any of your staff is a member of a professional association, please provide the relevant
information (name and contact information) for the benefit of the College. For faculty positions, the Office of Academic Affairs will reimburse for the cost of the job posting.

Posting Period: []60 Days [ 130 Days [ ]Limited:15/30 Days [Juntil Filled
Departmental Information:

Name of Hiring Manager: Contact Information:

Division/Office Demographics: Total # of Employees: _ # of Males: __ # of Females: # of Minorities:

Search Committee Selection:

List the proposed chairperson and search committee members. Give careful consideration to a diverse search committee.
Before you make a selection, confirm the participation of the list of chosen administrative staff/faculty (or students, if
applicable). Either the Chief Diversity Officer or the President will confirm selection of the Chairperson:

1. Have not served on more than three search committees in an academic year;

2. Have direct/collaborative knowledge of the position/job duties, department needs, and challenges;

3. Can provide fair and impartial judgment with the review of applicant data; and

4. Commit to a minimum of a one to three month timeframe depending on the hiring search.

Attach any additional sheet(s), if necessary.

PRINT NAME PROFESSIONAL AREA/DEPARTMENT GENDER RACE
Chairperson:
1
2.
3,
4,
5.
6.
7.
8.
Prepared/submitted by: Date Submitted: / /

Print Name and Title of Hiring Manager

Bronx Community College is an Affirmative Action/ Equal Opportunity Employer
OAACD RP - Rev. 08.15.2013



Budget Approval (only for newly created positions):
The Office of the Senior Vice President of Administration and Finance El recommends EI does not recommend approval for the
described newly created position.

Determination Justification/Comments:

For Approval by the Vice President (or interim/designated representative):

Division/Dept: # of Position(s): Effective Start Date: / /
*Proposed Annual Salary Range: Salary Budget/Maximum:

(*Please discuss with the Office of Human Resources for union/contract salary information. You must match the proposed salary range with PSC salary schedule.)
Salary Analysis Form: List comparable staff titles and salary composition(s) as of: _01/ 01/ (must include all salary data)
Comments:

Signature: Date: / /

For Approval by the College President (only for identified ECP/HEO job postings/advertisements that are direct reports to the Office of the President):

Check for approval on: ] National/Regional Advertisements ] Print Ad(s) ] Other
Comments:
College President’s Signature: Date: / /

For Approval by the Office of Affirmative Action, Compliance and Diversity: (DO NOT FILL IN BEYOND THIS POINT)

Search Type: [ ] National/Regional [] CUNY Limited [] College Limited [] Other (please list below)
Recruitment/Advertisement Source(s):

BCC-CUNY Website/Personnel Announcement L] Inside Higher Ed

HERC ] Chronicle of Higher Education

Professional Associations (identify)
Ethnic Publications (identify)
Websites (identify)

Recruitment/Advertisement Type: L] Print Ad(s) [] Online Ad(s) [] Both (please see below)

(|

Comments:

Did the recruitment plan have an attached copy of the job posting(s)/advertisement source(s)? L] No L] Yes
Did the recruitment plan have an attached salary analysis? L] No [] Yes
Did the recruitment plan have an attached organizational chart? L] No L] Yes
Only newly created positions, did the recruitment plan have the attached Budget Approval Form? [_] No L] Yes
If marked no, return date: / / Reason for return:

Submission date to Office of HR: / / HR Liaison:

Search Committee: Do you certify a good faith effort for gender/race diversity and inclusiveness present with the search committee:
D No (If checked, please obtain justification from hiring manger) D Yes

Justification/Comments:

Chief Diversity Officer’s Signature: Date: / /
Date AA training invite sent: / / Charged by: Search Committee confirmed:  Yes _ No
Scheduled AA training Date: / / Scheduled Time: Location:

Bronx Community College is an Affirmative Action/ Equal Opportunity Employer
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