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Office of Faculty Affairs

Position DescriptionStep 1

o A position description is the “seat” for the new faculty member.

o If this is a new position, the request will be for a “new” seat. If this will be a 
search for a vacancy, the request will update the existing seat for the new 
search, which is called an “evaluation” in UGAJobs actions.

o Which comes first…the position announcement or position description?

Position Description workflow:
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Posting RequestStep 2 

o UGAJobs version of the unit’s Position Announcement.

o The posting request must contain everything in long and/or short ads but can 
have additional information because all candidates will see the posting.

o OFA will contact the unit with notes before moving the request forward in the 
workflow.

Posting Request workflow:
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The Offer LetterOnto the HP, but first….
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Resource Links

Offer Letter Templates
https://provost.uga.edu/faculty-affairs/faculty-offer-

letter-template/ 

Offer Letter Policy See #1 under Appointment Procedures

Email Addresses
Associate Provost Elizabeth Weeks 

(weeksleo@uga.edu)  for drafts that need Provost 
approval before offer

Carly Surratt (csurratt@uga.edu) for questions and 
copied on draft to Associate Provost 

https://provost.uga.edu/faculty-affairs/faculty-offer-letter-template/
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https://policy.uga.edu/policies/#/programs/rJXEyRRcp?group=Appointment%20%26%20Promotion&bc=true&bcCurrent=Appointment%20%26%20Promotion&bcItemType=programs&bc=true&bcCurrent=011%20-%20Appointment%20Procedures&bcGroup=Appointment%20%26%20Promotion&bcItemType=programs
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mailto:csurratt@uga.edu


Office of Faculty Affairs

Hiring ProposalStep 3 

o  Once you have moved an applicant to 
”Recommended for Hire” and have a signed 
offer, you should initiate the HP.

o  The hiring unit will receive an email with 
instructions for initiating the background check 
after moving a candidate to ”Recommended for 
Hire”

o  Document checklist: 
https://provost.uga.edu/wp-
content/uploads/faculty-hiring-proposal-
employment-action-document-checklist.pdf 
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o Highly recommend starting 60 days before the start date.

o Contact us as soon as possible if you have a situation that needs to be expedited.

Hiring Proposal

o Minimum qualifications are rank based.

o Consider templates for external ads to expedite review. (We can help with that!)

o For non-search hires, please see Guidance: University of Georgia Direct Appointment. EOO is the 
first stop for both non-search categories (details under definitions in link above). To initiate the 
process, a search waiver request form should be submitted by the unit 
(https://eoo.uga.edu/affirmative-action-hiring/search-waiver-form/) and approval should be 
attached to the internal posting request.

Posting Requests

o Keep it simple!

o The posting is for all the details including the official title.

Position Description

Office of Faculty Affairs

NotesFaculty Searches & Hiring
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Revised Offer Letter Templates
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Workflow Streamlining 
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Current Direct Appointment Process

3. HR coordinates obtaining additional review and approvals via Office of the 
President Routing Slip (requiring physical signatures) to create direct 
appointment approval documentation to attach to the UGAJobs Hiring Proposal 
and ensure compliance with applicable direct appointment policies and 
procedures:

Equal Opportunity Office

1. Direct Appointment Approval Process 4(b) – “EOO is responsible for evaluating 
the nomination or recommendation to ensure that the applicable Direct 
Appointment…are satisfied” = EOO Search Waiver Request/Direct Appointment 
Qualtrics Form Submission (Justification rationale, Candidate CV/credentials, 
etc.)

2. Following EOO approval, documentation emailed back and then required to be 
submitted to UHR to route for additional executive approvals:

Faculty Direct Appointment Required 
Approvals

Staff Direct Appointment 
Required Approvals

• Provost
• Chief Financial Officer
• Chief Human Resources Officer
• President

• Provost (for units reporting 
Provost) OR Chief of Staff (for units 
reporting to the President)

• Chief Financial Officer
• Chief Human Resources Officer
• President
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Revised Direct Appointment Process

3. Centralized Smartsheet assists both unit and HR with approval routing to create 
direct appointment approval documentation to attach to the UGAJobs Hiring 
Proposal and ensure compliance with applicable policies and procedures. Digital 
process. Physical signatures for executive approvals no longer required:

Equal Opportunity Office

1. Qualtrics form sunsetted and replaced with streamlined Direct Appointment 
Smartsheet (ETA XXX)

2. UHR is responsible for evaluating the nomination or recommendation to ensure 
that the applicable Direct Appointment criteria in the UGA Policy on Recruitment 
and Definitions is satisfied. EOO approval is no longer a pre-requisite for all 
forms of direct appointment under the applicable Guidance. Required 
approvals are still as follows:

Faculty Direct Appointment Required 
Approvals

Staff Direct Appointment 
Required Approvals

• Provost
• Chief Financial Officer
• Chief Human Resources Officer
• President

• Provost (for units reporting 
Provost) OR Chief of Staff (for units 
reporting to the President)

• Chief Financial Officer
• Chief Human Resources Officer
• President
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Revised UGAJobs Posting Process

Equal Opportunity Office

*

*EOO will still provide guidance on specific postings on request regarding aspects within the office’s 
compliance obligations. 

Alignment 
between the staff 

and faculty 
UGAJobs position 
posting process. 
Removal of EOO 
stop in general 

workflow prior to 
posting going 

“live”.
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Revised UGAJobs Hiring Proposal Process

Equal Opportunity Office

• Hiring unit responsible for ensuring 
completion of applicant 

dispositioning process in order to 
document search process data in 

UGAJobs system. Previously 
enforced by EOO in the faculty 

context.
• Faculty and Staff hiring proposals 

will not be processed by OFA and 
UHR respectively unless process is 
complete. Incomplete information 
may result in HP being sent back to 

initiator.
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Faculty Hiring Tracker 
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Presidential Hiring Initiative 2026

• Two Tracks:  Research Intensive and Teaching Intensive

• Research Intensive:  Up to 50 positions; 25 central + 25 matching, 1-
for-1 salary and startup match with limited possibility of non-matched 
positions)

• Teaching Intensive:  Up to 10 positions, centrally funded, credit-hour 
informed/driven, with possible other priorities justified

• Open subject matter, with suggested areas of focus, including previous 

PHIs/clusters (e.g., Data Science & AI, IPA, Brain & Behavioral Health, but 

also Biomedical; Risk, Resilience & Sustainability; Creative and Liberal Arts)

• Faculty hiring tracking tools and dashboards; goal is net increase, per 

number of PHI accepted + college hires reflecting increased enrollment



• School of Medicine
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Questions?
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