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        ADVERTISING REQUEST    
Butte-Glenn Community College District 

        NON-REGULAR POSITIONS ONLY
                            See page 2 for directions

	POSITION TITLE or DISCIPLINE(S):     
	     
	

	

	SUPERVISOR or DEPT CHAIR: 
	     
	
	DEPARTMENT:
	     
	


	SECTION I    
Position Information:        Select the appropriate Classification
	

	A.  CLASSIFIED  

 FORMCHECKBOX 
   Temporary (195 Day)
 FORMCHECKBOX 
   Professional Expert
 FORMCHECKBOX 
   Sub  (  Who will this person sub for?
     
Position Vacant:             
 FORMCHECKBOX 
 YES     FORMCHECKBOX 
 NO

Date became vacant?

     
     
	Hourly Rate
$      
Hours per Week

     
Months per Year

     



	B.  MSC
 FORMCHECKBOX 
   Temporary (195 Day) 

 FORMCHECKBOX 
   1-year full-time Temporary  
 Position Vacant:                

 FORMCHECKBOX 
 YES      FORMCHECKBOX 
 NO  

Date became vacant? 

     
   If Yes, previous employee’s name

     
        
	Hourly Rate
$      
Hours per Week

     
Months per Year

     



	C.  ASSOCIATE FACULTY

 FORMCHECKBOX 
   Part-time, Temporary  

(Salary is dependent on education and experience)




	D.  FACULTY  

 FORMCHECKBOX 
   1-year full-time Temporary
(Salary is dependent on education and experience)



SECTION II   Complete this section for ALL CLASSIFICATIONS
	Number of positions:



     
Budgeted Position:

 FORMCHECKBOX 
 YES     
 FORMCHECKBOX 
 NO
Application deadline date:

     
Start Date:

     
End Date:
     



SECTION III       Advertising Sources
	

	HR Website  
	CCC Registry
	HERC

	Campus Announcements
	insidehightered.com
	craigslist.com

	CalJOBS
	higheredjobs.com
	edjoin.com

	Chico E-R/Oroville Mercury News/Paradise Post   
	

	If you have requests in addition to the above: 
(1)  Your department can choose to fund additional advertising. List below. HR can forward ad quotes if requested.  

(2)  Attach contact information (url, name, phone number, deadline dates, etc.). 
 FORMCHECKBOX 
 Request
     
 FORMCHECKBOX 
 Request
     



	AUTHORIZATION

	
	
	

	1)_________________    _______
	2)_________________    _______
	3)_________________    ________

	   Dept. Chair or Supervisor     Date
	   Dean or Director                    Date
	   Human Resources                 Date


INSTRUCTIONS
Before the advertising process can begin, the Human Resources Department must be in receipt of a properly completed form, with appropriate signature authorizations.

The Advertising Request Form is used for non-regular positions only.
(1-part form)
DEFINITION of a non-regular position:

All temporary positions: 

Associate Faculty



195 Day, Subs, Professional Experts, 1-Yr F/T Temps
Purpose:


· Classified
· To request advertising for temporary (195-day)  to fill a vacant position while recruitment in progress or a substitute pool while an employee is on medical leave.
· To request advertising for a Professional Expert

Associate Faculty

To request advertising to expand pools for Associate Faculty Instructors. 
MSC

To request advertising when a temporary MSC employee is needed.

Faculty

To request advertising for 1-year full-time temporary Instructor.

Instructions for Completing the Advertising Request Form

Classified and MSC
Consult with the HR Analyst (MSC/Classified) in Human Resources before initiating the advertising for a temporary position.
Associate Faculty

If you are advertising for more than one discipline within a department, you need only submit one form listing the various disciplines. Use an additional page if necessary.
Faculty
If you are advertising for more than one discipline within a department, you need only to submit one Advertising Request form listing the various disciplines.
ALL POSITIONS:
· Complete all applicable sections of the Advertising Request form.
· Obtain appropriate signature authorization.
· Complete all applicable information on the “Information for HR Website” form attached. This document is for editing specific to the position needed.
· Submit a hard copy of the Advertising Request form to HR.  
· Send an electronic copy of the Information for HR Website form to Cindy Black in HR.
INFORMATION for HR WEBSITE


BUTTE-GLENN COMMUNITY COLLEGE DISTRICT
(Complete as much of the following as possible)
POSITION TITLE:


LOCATION:      

Butte-Glenn Community College District’s Main Campus, Oroville, CA

SALARY:

$
HOURS:
 

START DATE:
DEADLINE for APPLICATIONS:

POSITION OVERVIEW: 
JOB DUTIES:  
MINIMUM QUALIFICATIONS: 
REQUIRED DOCUMENTS:

· Butte College ?????? Application
SUBMIT APPLICATIONS TO:

QUESTIONS? Contact:
Advertising Request:  Revision 6-22-09

