Template for Faculty Position Announcements
Please use this template for all faculty position postings.
· For examples of current openings, see: www.muskingum.edu/academicaffairs/FacultyOpenPositions.html

1.
The Department of _______________ at Muskingum University invites applications for a [Here, insert the applicable designation, such as “tenure-track,” “limited-term (renewable),” etc.] faculty position in [Insert discipline] at the rank of ______________ Professor, beginning the Fall semester of 20xx.

2.

Next provide a brief description of any specialized field(s) sought within the discipline and of courses to be taught.  You need not be specific about the actual courses, but an indication of the kinds of courses to be taught (For example, Upper-level, Lower-level, Intro, etc.) will give people an idea of what you are looking for.  Three or four sentences will generally suffice.
3.

Qualifications: Define here the minimum degree level required, along with any special experience that might be sought.  If there is a sub-specialty or some form of experience that might be preferred or highly desired, state this also in a separate sentence.
4.

Next comes the following, including the standard university description:
Appointment to this position is conditional upon the successful completion of a background check through the University's background check agency.

Muskingum University, a comprehensive university with a strong liberal arts tradition, is located just seventy miles east of Columbus, Ohio, in the village of New Concord.  Founded in 1837, the university's total undergraduate, graduate, and adult-learner student population is approximately 3,000.  The university actively seeks-out and welcomes faculty and staff committed to excellence in teaching and student learning, plus professional growth and active participation in the life of the campus community. 

An equal opportunity employer, Muskingum University strongly encourages applications from women and minorities, including members of populations traditionally underserved by higher education.

5.
Next comes the application information:
To apply, send:
· Letter of application addressing the above-stated qualities and qualifications sought by the university

· A current curriculum vitae and/or resume outlining educational experience

· Graduate transcripts

· Three reference letters

To:
Dr. ________________________
Chair, Department of ______________  (Or, where appropriate, “Search Committee Chair.”)
Muskingum University
163 Stormont Street 
New Concord, Ohio 43762

6.
Finally, the Application Deadline and Submission Information:

Application deadline: The position is open until filled; however to be considered in the first screening, application and supporting materials should be received by _________________. 

Electronic applications to [username]@muskingum.edu (Subject: [catalog code prefix
] search) are appreciated and encouraged.

The consideration of applications will begin immediately.

- End of Template-

Note: The industry trend is increasingly towards electronic postings.  In many cases, such postings permit the economical uploading of the complete job posting as created here.  In other cases, where the costs are high, a shortened version of the posting that gives the basics of the opportunity is published, along with a notation stating:  

For further information, and a full description of the opportunity, visit: www.muskingum.edu/academicaffairs/FacultyOpenPositions.html

In all cases, once the ad copy has been approved it is immediately posted to our web-page.
� For example: CHEM, ENGL, EDUC, etc.





