
7.13 RECRUITING 

7.13.1 INTRODUCTION 
UC FDN seeks to recruit the most qualified individuals for open positions. Recruitment and selection 
activities are guided by a commitment to diversity through equal employment opportunity and 
affirmative action. Women, minorities, veterans, and individuals with disabilities are encouraged to 
apply. 

7.13.2 BEFORE POSTING 

Before any vacancy is posted and advertised the following steps should be completed: 
1. For newly created positions, follow the steps outlined in the “New Positions” section of 7.10 

Position Classification.
2. For existing positions: 

a. Review and update the position description. Prior to an open search, a reassignment may be 
applicable, see Human Resource Policy 7.14 Reassignment. No staff member should be 
approached directly about any opportunity until current supervisor has been contacted 
and agrees to the reassignment.

b. Estimate the anticipated salary and benefits (including any cell phone allowance) required to 
fill the position and identify & verify the budget source for funding the same 

c. Estimate the start-up and operating costs (e.g., new computer, travel budget for 
development officer) and identify and verify the budget source for funding the same 

d. Submit items (a) – (c) to the UC FDN HR. 
3. For all positions, inform HR of any special advertising or posting requests (e.g., advertise in the 

Chronicle of Philanthropy), whether a search firm is desired, where applications should be sent, and 
any other requests concerning the recruitment process. 

HR will review all of the documentation, secure any needed approvals, initiate the recruiting process, 
coordinate with UT HR to post the vacancy on the appropriate UT sites and place any necessary 
advertisements, and coordinate with the UT Office of Equity & Diversity to post vacancies in online and 
print media that specialize in minority recruitment. 

7.13.3 RECRUITING 
Recruitment and appointment processes vary greatly depending upon the category of the vacant position. 
HR will post specific recruitment and appointment procedures for each category of search and a member 
of the HR staff will be available to assist the hiring office at each step of the process. 

7.13.4 RECRUITING EXPENSES 
Through efforts to recruit the most qualified individuals, due consideration will be given to the reasonable 
travel costs associated with applicants to participate in an interview. It is the practice of UC FDN to 
reimburse applicants for expenses related to travel to campus for interviews. Applicants will be treated as 
guest travelers. See Fiscal Policy 5.23.10 Travel for guidelines.



7.13.4 HIRING 
After the recruiting process is concluded, a successful candidate identified, and contents of the offer 
defined (e.g., salary, any moving expenses, start date, etc.), HR will obtain the CFO approval to make an 
offer. After the CFO approves: 

1. For employees hired through The University of Tennessee (UT) and leased to UC FDN, HR 
will forward the needed information to the UT Office of Human Resources, which will convey the 
formal offer to the successful candidate. 
2. For employees hired as UC FDN employees, UC FDN HR will issue the formal letter of 
appointment. 


