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Use this form for all academic positions that are advertised.

· E-mail the text of your proposed ad and any requests for advertising waivers to Pam Trupish@UManitoba.ca at least one week prior to publication dates.  

· After you have received approval from Pam, and have obtained the position number for this advertisement, complete this form electronically and submit it to Kathy_Niziol@UManitoba.ca in Human Resources, along with your advertising approval email from Pam Trupish.
· Human Resources will inform you of the actual placement dates.  For full-time academic positions with an appointment length of one year or longer:

· Please record the actual placement dates on this form after Human Resources informs you (in the “Actual date placed” column) to track all recruitment efforts you make subsequently.
· When you submit the Summary of Search form, attach the completed copy of this form.
Important:
Submit this form to Kathy Niziol (Human Resources)  at least three days  prior to publication deadline dates.  Please ensure a start date, closing date and position number, Immigration phrase, and FIPPA statement appear in the body/text of all ads (see last page of form for recommended text). Go to http://umanitoba.ca/admin/human_resources/services/hris/forms/index.html for sample templates.
	1. Position Information

	Position Number:
	     
	Faculty or Unit:
	     
	Department:
	     
	Section (if applicable):
	     

	Position Title and/or Rank:
	     
	Start date of appointment (as listed in ad):
	     
	Closing date (as listed in ad):
	     


	2. Budget and Contact Information

	Advertising GL:
	
	Date this form is submitted:
	

	AURORA

F

     
O

     
P

     
   
%


	(to the nearest 1%)


	
	

	Chair of the Search Committee:  
Name:
	     
	E-mail:
	     
	Phone:
	     

	Other departmental contact (if questions arise): 
Name:
	     
	E-mail:
	     
	Phone:
	     


	3. Waivers:  Provide email approval (if granted) of these waivers from Pam Trupish and send to Kathy_Niziol@umanitoba.ca  when submitting ad.

	Enter details of any advertising waivers approved:

	     


	4. Requested Advertising Placements

	
	
	
	
	
	
	
	
	
	

	Publication
	Medium
	Geographic reach
	Primary target audience
	Version of 
ad to use
	Size requested
	Placement date requested
	Info about contact person 
at publication
	
	Actual date placed 

	Required for all full-time academic positions one year or longer in duration.

When advertising externally (Canada or internationally), you may advertise in the print and web versions, or in the web version only. 
	
	
	


	 FORMCHECKBOX 
 HR web site
	Web
	International
	Those seeking employment at U of M
	Full
	 FORMCHECKBOX 
 Display

 FORMCHECKBOX 
 Text
	      

	Name:       
Phone:      
E-mail:       
	
	     

	
	
	Internal


	 FORMCHECKBOX 
 U of M only

 FORMCHECKBOX 
 unrestricted
	Full
	 FORMCHECKBOX 
 Display

 FORMCHECKBOX 
 Text
	      

	Name:       
Phone:      
E-mail:       
	
	     

	IMPORTANT: This section continues on the next page
	
	


	4. Requested Advertising Placements (continued)

	
	
	
	
	
	
	
	
	
	

	Publication
	Medium
	Geographic reach
	Primary target audience
	Version of 
ad to use
	Size requested
	Placement date requested
	Info about contact person 
at publication
	
	Actual date placed 

	Required for all full-time academic positions one year or longer in duration.

When advertising externally (Canada or internationally), you may advertise in the print and web versions, or in the web version only. 
	
	

	 FORMCHECKBOX 
 U of M Bulletin
	Print
	Winnipeg
	U of M employees
	 FORMCHECKBOX 
 Full
 FORMCHECKBOX 
 Condensed

 FORMCHECKBOX 
  Waived
	 FORMCHECKBOX 
 Display

 FORMCHECKBOX 
 Employment Opportunity
	      

	Name:       
Phone:      
E-mail:       
	
	     

	 FORMCHECKBOX 
 University Affairs
	 FORMCHECKBOX 
 Print & Web
	International
	Those seeking employment as university professors in Canada 
	 FORMCHECKBOX 
 Full

 FORMCHECKBOX 
 Condensed
	 FORMCHECKBOX 
 Display

 FORMCHECKBOX 
 Classified
	     

	Name:       
Phone:      
E-mail:       
	
	     

	  FORMCHECKBOX 
 Waived
	 FORMCHECKBOX 
 Web only
	International
	
	 FORMCHECKBOX 
 Full

 FORMCHECKBOX 
 Condensed
	Text
	     

	Name:       
Phone:      
E-mail:       
	
	     

	 FORMCHECKBOX 
 CAUT Bulletin
	 FORMCHECKBOX 
 Print & Web
	International
	Those seeking employment as university professors in Canada 
	 FORMCHECKBOX 
 Full

 FORMCHECKBOX 
 Condensed
	 FORMCHECKBOX 
 Display

 FORMCHECKBOX 
 Classified
	     

	Name:       
Phone:      
E-mail:       
	
	     

	 FORMCHECKBOX 
 Waived
	 FORMCHECKBOX 
 Web only
	International
	
	 FORMCHECKBOX 
 Full

 FORMCHECKBOX 
 Condensed
	Text
	     

	Name:       
Phone:      
E-mail:       
	
	     

	Optional 
	Departments must provide all publication contact information (email, phone numbers, contact name) on this form under “Info about contact person at publication”.
	
	
	

	     
	 FORMCHECKBOX 
 Print

 FORMCHECKBOX 
 Web
	     
	     
	 FORMCHECKBOX 
 Full

 FORMCHECKBOX 
 Condensed
	 FORMCHECKBOX 
 Display

 FORMCHECKBOX 
 Classified/ Text
	     

	Name:       
Phone:      
E-mail:       
	
	     

	     
	 FORMCHECKBOX 
 Print

 FORMCHECKBOX 
 Web
	     
	     
	 FORMCHECKBOX 
 Full

 FORMCHECKBOX 
 Condensed
	 FORMCHECKBOX 
 Display

 FORMCHECKBOX 
 Classified/ Text
	     

	Name:       
Phone:      
E-mail:       
	
	     

	     
	 FORMCHECKBOX 
 Print

 FORMCHECKBOX 
 Web
	     
	     
	 FORMCHECKBOX 
 Full

 FORMCHECKBOX 
 Condensed
	 FORMCHECKBOX 
 Display

 FORMCHECKBOX 
 Classified/ Text
	     

	Name:       
Phone:      
E-mail:       
	
	     

	     
	 FORMCHECKBOX 
 Print

 FORMCHECKBOX 
 Web
	     
	     
	 FORMCHECKBOX 
 Full

 FORMCHECKBOX 
 Condensed
	 FORMCHECKBOX 
 Display

 FORMCHECKBOX 
 Classified/ Text
	     

	Name:       
Phone:      
E-mail:       
	
	     

	     
	 FORMCHECKBOX 
 Print

 FORMCHECKBOX 
 Web
	     
	     
	 FORMCHECKBOX 
 Full

 FORMCHECKBOX 
 Condensed
	 FORMCHECKBOX 
 Display

 FORMCHECKBOX 
 Classified/ Text
	     

	Name:       
Phone:      
E-mail:       
	
	     

	     
	 FORMCHECKBOX 
 Print

 FORMCHECKBOX 
 Web
	
	     
	 FORMCHECKBOX 
 Full

 FORMCHECKBOX 
 Condensed
	 FORMCHECKBOX 
 Display

 FORMCHECKBOX 
 Classified/ Text
	     

	Name:       
Phone:      
E-mail:       
	
	     


	Optional 
	
	
	
	
	
	
	
	
	
	

	     
	 FORMCHECKBOX 
 Print

 FORMCHECKBOX 
 Web
	     
	     
	 FORMCHECKBOX 
 Full

 FORMCHECKBOX 
 Condensed
	 FORMCHECKBOX 
 Display

 FORMCHECKBOX 
 Classified/ Text
	     

	Name:       
Phone:      
E-mail:       
	
	     

	     
	 FORMCHECKBOX 
 Print

 FORMCHECKBOX 
 Web
	     
	     
	 FORMCHECKBOX 
 Full

 FORMCHECKBOX 
 Condensed
	 FORMCHECKBOX 
 Display

 FORMCHECKBOX 
 Classified/ Text
	     

	Name:       
Phone:      
E-mail:       
	
	     

	     
	 FORMCHECKBOX 
 Print

 FORMCHECKBOX 
 Web
	     
	     
	 FORMCHECKBOX 
 Full

 FORMCHECKBOX 
 Condensed
	 FORMCHECKBOX 
 Display

 FORMCHECKBOX 
 Classified/ Text
	     

	Name:       
Phone:      
E-mail:       
	
	     

	     
	 FORMCHECKBOX 
 Print

 FORMCHECKBOX 
 Web
	     
	     
	 FORMCHECKBOX 
 Full

 FORMCHECKBOX 
 Condensed
	 FORMCHECKBOX 
 Display

 FORMCHECKBOX 
 Classified/ Text
	     

	Name:       
Phone:      
E-mail:       
	
	     

	     
	 FORMCHECKBOX 
 Print

 FORMCHECKBOX 
 Web
	     
	     
	 FORMCHECKBOX 
 Full

 FORMCHECKBOX 
 Condensed
	 FORMCHECKBOX 
 Display

 FORMCHECKBOX 
 Classified/ Text
	     

	Name:       
Phone:      
E-mail:       
	
	     

	     
	 FORMCHECKBOX 
 Print

 FORMCHECKBOX 
 Web
	
	     
	 FORMCHECKBOX 
 Full

 FORMCHECKBOX 
 Condensed
	 FORMCHECKBOX 
 Display

 FORMCHECKBOX 
 Classified/ Text
	     

	Name:       
Phone:      
E-mail:       
	
	     


	5. Recruitment Efforts Made by Search Committee (required for academic positions only).  Departments will be responsible for these recruitment efforts if they are sending ads to listserves, free website, or other self-submitting websites that require membership information.

	
	
	
	
	
	

	Note:
The Chair of the Search Committee (or the Chair’s designate) is responsible for the recruitment efforts listed in this section.

	ListSERV, bulletin board, conference, etc.
	Type of communication
	Geographic reach or location
	Target audience
	Date of effort 

	Required for all full-time academic positions one year or longer in duration when advertising internally.

	Circulation to U of M Deans and Directors
	Electronic
	U of M
	U of M Executive/Senior Administrators
	     

	Posting in Faculty/School
	Paper notice
	U of M
	U of M department and faculty members
	     

	Other
	
	
	
	

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


For sample text of a full advertisement for academic positions with suggested wording, see Section 6.

For sample text of a condensed advertisement for academic positions with suggested wording, see Section 7.

	6. Recommended Text of Full Advertisement 


The <department name> invites applications for a <employee type, e.g., full-time tenure track> position at the rank of <rank>, commencing <anticipated start date> or soon after <and subject to final budgetary approval>.

The successful candidate must have a <degree> <by the commencement of the appointment> in <specialization, if applicable> and have demonstrated competence in teaching <list areas> and research.  

OR Candidates should have a background in <…>.  

OR The successful candidate will be expected to teach <courses>, conduct research in the areas of < …>, and <service>.  

OR The successful candidate should be able to demonstrate teaching experience <and the potential to develop and sustain a strong program of <externally funded> 


research.

GFTs: Candidates must have Senior Specialty qualifications in <insert specified sub-specialty> in the country of current practice and must be eligible for registration with the College of Physicians and Surgeons of Manitoba.  Certification in <insert specified sub-specialty> by the Royal College of Physicians and Surgeons of Canada is preferred.

Salary will be commensurate with experience and qualifications.

<Details about the faculty, the department, areas of specialization.>  Faculty members have the opportunity to <teach in the various departments, engage in interdisciplinary collaborative research, etc.>. Further information concerning the Department or the Faculty may be obtained from <web site address>.

Winnipeg is the largest city in the Province of Manitoba.  The city has a rich cultural environment, including symphony, opera, dance, theatre, and ethnic festivals.  The region provides ample opportunities for outdoor recreation in all seasons.  Learn more about Winnipeg at http://www.city.winnipeg.mb.ca.

Mandatory for all positions:  The University of Manitoba encourages applications from qualified women and men, including members of visible minorities, Aboriginal peoples, and persons with disabilities.  All qualified candidates are encouraged to apply; however, Canadians and permanent residents will be given priority.  OR 

Applications including a curriculum vitae, <consider requesting additional information such as teaching dossiers, evaluations, course outlines, research synopses, etc.>, and names and contact information for three references, should be sent to <specify name, position, department/unit, specific address), University of Manitoba, Winnipeg, MB  R3T 2N2, telephone number, fax number, e-mail address>, specifying position number <position number> in the application.  Closing date for applications is <date>.  OR The deadline for applications is <date>.  OR (if approved on the Request to Fill/Academic Position Profile) Consideration of applications will commence on <date>.  The review of applications will continue until the position is filled.

Mandatory for all positions:  Application materials, including letters of reference, will be handled in accordance with the protection of privacy provisions of “The Freedom of Information and Protection of Privacy Act (Manitoba)”. Please note that curriculum vitas may be provided to participating members of the search process.
	7. Recommended Text of Condensed Advertisement (academic positions)


Note:
The condensed advertisement must include the reference link to the HR web site to allow potential applicants to view the entire ad on our HR website.

The <department name> invites applications for a <employee type, e.g., full-time tenure track> position at the rank of <rank>, commencing <anticipated start date> or soon after <and subject to final budgetary approval>.  The successful candidate must have a <degree> <by the commencement of the appointment> in <specialization if applicable; include other minimum requirements if applicable>.  Closing date for applications is <date>.  OR The deadline for applications is <date>.  OR(if approved on the Request to Fill/Academic Position Profile) Consideration of applications will commence on <date>.  The review of applications will continue until the position is filled.  Further information may be obtained from http://www.umanitoba.ca/admin/human_resources/

Questions?  For more information, please call Kathy Niziol at 474-7195.
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