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 Cal Poly Jobs – Full-Time Applicant Review / Interview
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After the closing date or review date occurs, or as applicants complete their application materials, HM may change online status of qualified applicant to Under Dept/Cmte Review-No Docs Accepted. 
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HM provides Search Committee with Guest User login ID and password to review online applications, and copies of  
                 the Faculty Search Committee Log-in and Applicant Review User Guide for further instructions.



3. HM changes online status of unqualified applicants to Not Hired with the appropriate non-selection reason (as determined by the Search Committee).  HM may send rejection letters to those identified as not meeting the stated minimum qualifications.  







4. Names and addresses of applicants may be copied and pasted from the CALPOLYJOBS.COM/HR “Mailing List (Faculty)” report into a Word or Excel document for mail merging.














5. Search Committee identifies applicants recommended for interview to HM.


6. HM changes status of applicants to be interviewed to Interview Requested by Hiring Manager.


7. AA reviews the applicant files and changes online status to Interview Approved by Appointing Authority.





8. During interviews, Search Committee Chair should obtain finalists’ signatures on their applications.


9. After interviews are conducted, HM changes online status to Dept/Cmte Interviewed. Search committee informs HM of recommendation(s) for hire.


10. Go to Cal Poly Jobs Full-Time Applicant Hire User Guide
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Academic Personnel

http://academic-personnel.calpoly.edu/BPG/BPG.html 
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