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SEARCH PLAN

When it becomes necessary to fill an Administrative and Professional position within

the University, the employing party will distribute the following information about

the position to the Affirmative Action officer responsible for the appointment of A&P

personnel and other concerned parties:

1. Description of the position,

2. Salary range,

3. Date the position must be filled,

4. Date all applications must be received,

5. Qualifications required to include the minimum acceptable,

and preferred education and experience, and

6. Persons named to any "Search Committee."

A Search Plan in accordance with the UTD Affirmative Action Plan must be approved by

the President, or his designee, to include:

1. Placing an advertisement in major Dallas/Fort Worth news media,

2. Notifying the acting director or head of the UTD office or department the

position will affect that a search is being conducted and requesting

recommendations from interested applicants within the University,

3. Listing the position with the Texas Workforce Commission,

4. Screening of all applicants and eliminating those who do not meet the minimum

qualifications,

5. Applying an appropriate ranking system to those applicants meeting or exceeding

minimum qualifications,

6. Interviewing applicants, from the top-ranked to the lowest-ranked, by a

committee appointed by the President, or his designee, until a suitable

applicant is found,

7. Conducting a thorough background review of the selected applicant and reporting

the findings to the President, or his designee.

If the background review is acceptable, the applicant will be offered the position;

however, if at any of the above steps, the top-ranked applicant is found to be

unacceptable, the procedure will be repeated for the second-ranked candidate and

continue until a suitable candidate is chosen and the University offer is accepted. 
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1. Policy 
Departments wishing to appoint individuals to approved classified positions must follow all current 

budget and human resources policies related to appointments.  Commitments to prospective employees 

which do not comply with administrative policy cannot be honored. 

 

2. Procedures 

A. Prior to being considered for appointment to a classified position, individuals must complete 

the current application for employment.  Finalists for security sensitive positions must also 

complete documentation required for the completion of a criminal background check. 

B.  Prior to advertising for employment, departments must complete the current budget and human 

resources documentation related to appointments.  These documents will identify the position, 

the funding for the position, the job duties to be assigned to the position and other related 

information.  Departments should consult with the Budget Office and the Human Resources 

Office to determine the current required documentation. 
C. Departments may begin to interview candidates as the candidates are referred by Human 

Resources.  Vacancies should remain open until an adequate pool of qualified candidates has 

been considered.  Departments should consult with Human Resources to determine when to 

close a search. 
D. Interviews must be conducted by trained staff and the content of interviews and reference 

checks, including criminal background checks, must comply with federal, state and UTD policy.  

Training is available through Human Resources. 
E.   The President has delegated the authority to make job offers for classified positions to Human 

Resources.  The offer will be made after the department has complied with current procedures, 

including equal employment opportunity reporting requirements. 

 

3. For more information, contact the Budget Office and the Human Resources Office. 
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