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Highlights

The aim of this recruitment guide is to formalize a method to gather a well-balanced Qatar University
workforce by recruiting the best-qualified candidates who can fulfill the needs and expectations of
Colleges and Departments. Hopefully, adherence to this guide will reduce the hiring cycle time to ensure
the best-qualified candidates are expeditiously recruited and placed.

1.

The Vice President and Chief Academic officer (VPCAO) is annually required to provide the
Academic Recruitment Report to the President outlining the progress being made on hiring both
Qatari academicians and faculty and staff workforce in relevant sections and units reporting to
the VPCAO.

. The VPCAO is annually required to develop and distribute the Academic Recruitment Calendar.

. Deans and Directors are expected to take an active role in the recruiting and selection process

and use a personal and broad approach in attracting and recruiting the best-qualified candidates.

. Colleges will be asked to submit a Faculty Capability Recruitment Plan, FTEs calculation, and

Teaching Load Calculations, in order to expedite the approval and recruitment process for faculty
positions for the next academic year.

. Recruitment Search Committees will be required to be formed for all academic positions (all

faculty teaching and academic leadership positions) as well as for senior administrative positions
in relevant units that require leadership responsibilities (Section Head level and up) to ensure
objective and fair hiring decisions and to establish broad institutional input.

. The Recruitment Unit in the Human Resources Department will oversee the recruitment for all

faculty and staff vacant positions at Qatar University by providing support and guidance to those
involved in the hiring process. Recruitment Unit will ensure consistency and timeliness in the
recruitment and selection of all faculty and staff.

. Notices of all job vacancies shall be posted on the university Online Recruitment System that is

resident on the University’s web.

The Office of the Vice President and Chief Academic Officer — Qatar University
vpacademic.office@qu.edu.qga
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Introduction

There is a firm belief that successful faculty recruitment is essential for the success of any university, as
such success depends to a large extent on the quality of human resources. In this context, only high
caliber faculty and staff would be able to help the University fulfill its mission of being a center of
excellence in teaching, research, and services to the community.

Recruitment and selection decisions are among the most important and challenging activities that
academic and administrative leaders in any university are required to undertake. Recruiting for
university positions worldwide is becoming increasingly challenging and complex.

Therefore, it is critical for Qatar University to select its new faculty members with care and diligence to
ensure that Qatar’s only public university employs the most qualified people to assist in the
development of a national workforce, to advance the country’s well-being and prosperity and to
enhance Qatar's role in the international community. The crucial need of selecting the best-qualified
people is vital for supporting the University’s mission and vision in becoming the National Model
University for research and Quality Learning-Centered Education.

Effective recruitment and selection procedures will require a flexible, time-efficient approach in
presenting career opportunities at Qatar University using a variety of options including technology.
Hiring cycle time must be reduced to ensure that management may select among excellent candidates.
In short, all University officers who make hiring decisions must place greater emphasis on the need to
make recruiting and selection decisions more promptly and efficiently.

This guide outlines the responsibilities, procedures and practices for hiring the best-qualified faculty
available. It clearly articulates Qatar University’s philosophy and delegation of recruitment/selection
activities and support. Its purpose is to make the recruitment process simple, clear and easy-to-follow.
Such procedures would help Department Heads and Recruitment Search Committees to select the most
suitable candidates for the vacant positions in their programs and to ensure fairness and equity of
opportunities for all applicants.

The implementation of this policy will require the full support and commitment of VPCAO, Dean,
Department Head and Director in Qatar University. It will also require close liaison and coordination
between the Office of Human Resources and all Colleges and Departments.

All University officers who make hiring decisions should be aware of and comply with the University’s
guideline as they relate to the recruitment and selection process and these officers are responsible for
ensuring that hiring practices are applied consistently.

This work is composed of documents that show best practices at Qatar University and in similar regional
universities as well as information extracted from Dr. Hend Jolo, Academic Recruitment Evaluation
Report (June, 2006) and Dr. Ahmed Bakr, Proposed Faculty Recruitment Guidelines and Procedure
(March, 2005).

The Office of the Vice President and Chief Academic Officer — Qatar University
vpacademic.office@qu.edu.qga
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Recruitment Standards

Consistent with the mission of Qatar University, the criteria for hiring of faculty must meet the highest
possible standards of excellence. The following are the Guiding Principles of recruitment in Qatar
University:

= Recruit and hire the most highly qualified candidates who have the potential to further the
vision, mission, and goals of the University.

= Recruit and hire faculty who will bring diversity to the University in terms of experience,
qualifications, universities, and schools of thought.

= Seek, whenever possible, to recruit and hire Qatari faculty who will reinforce Qatar’s plans for
sustained development and self-reliance.

= Recruit and hire faculty without regard to their gender, race, nationality, or belief.

= Recruit and hire faculty who are proficient in the usage of Information Technology and English
language skills.

= Recruit and hire faculty with excellent teaching practices.

= Priority in recruitment is given to candidates who can teach a wide range of courses in each
academic program.

Determining Faculty Needs and FTE Calculation

Initial assessment of the number of faculty needed is the responsibility of academic Departments. Each
Department calculates the number of full-time faculty equivalent positions it is allocated for
instructional, research, and administrative functions. In order to do this a Department must base its
calculations on given assumptions such as:

=  Full-time equivalent (FTE) faculty load - e.g., 21 Instructor Credit Hours (ICH) per academic year.
= Approximate number of students (majors/minors/others) it serves.

=  Number of FTEs needed for administrative purposes (e.g., chairing department, coordination,
other administrative duties within the University), and the number of FTEs needed for research
activities and projects.

The Department calculates the proportion of its total FTEs assigned for instructional purposes and
Departmental administrative needs (“hard” positions) and all other FTEs (“soft” positions).

Guidelines:

= The University has already fixed the number of hard positions allocated to each
College/Department/Unit and such information is critically important before the university can
embark on a sound systematic policy for recruiting faculty. This task is relegated to the VPCAO.

= Changes to the number of hard positions allocated to a Department/Unit/College are modified
only by a decision of the VPCAO and Chief Academic Officer and are fixed unless the number of
students within the Department increases or decreases dramatically, the administrative
structure of the Department is altered, or the University adopts new FTE calculations.

The Office of the Vice President and Chief Academic Officer — Qatar University
vpacademic.office@qu.edu.qga
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Soft positions change as a function of external funding and last for the duration of the funded
project, or for the temporary loss of faculty members to administrative duties, sabbaticals, and
other leaves of absence.

Soft positions are negotiated between the VPCAO and the Deans of the Colleges each academic
year.

Departments send their FTE needs to their respective Deans who review and negotiate these needs with
them to arrive at an agreed upon figure for the Department, and ultimately for the College. The Office of
the VPCAO shall determine the number of full-time faculty equivalents for the various colleges based on
discussions, negotiations, and recommendations with the respective Deans of the Colleges. The final
FTE figure (soft as well as hard positions) agreed upon and approved by the VPCAO shall serve as the
benchmark for recruitment needs.

Consequently, recruitment needs are based on the approved number of FTE positions fixed for each
College and Academic Department.

1.

The number of FTE positions allotted to the Colleges and Academic Departments is approved by
the President upon the recommendation of the VPCAO and Executive Management Committee
(EMC). Any modifications to the allotted FTEs must be approved by the President upon the
recommendation of the VPCAO and the EMC.

The VPCAO may redistribute allotted FTEs to the Colleges based on need and shifting
enrollments within the Colleges provided that the total number of FTEs approved for the
University is not violated. Changes in the distribution of FTEs at the College level must be
reported to the President.

The Dean of a College may redistribute allotted FTEs within the Colleges based on need, input
and shifting enrollments within the Department, provided that the total number of FTEs
approved for the College is not violated. Changes in the redistribution of FTEs at the College
level must be reported to the VPCAO.

College Deans will be responsible for collating and examining the received Departmental
recruitment needs to ensure they adhere to prescribed policies. The College Dean will either
endorse the requested recruitment needs, or renegotiate them with the respective
Departmental Chairpersons. Impasses regarding recruitment needs between College Deans and
Departmental Chairpersons are settled by the VPCAO whose decision is final.

The VPCAO is responsible for the final approval of the University’s recruitment needs.

Roles, Responsibilities and Expectations

The following University officers will have key roles and responsibilities in the recruitment and selection
of the best-qualified faculty. It is expected that they make the following contributions:

A. Vice President and Chief Academic officer

The VPCAO oversees all academic and academic-related recruitments. VPCAO is accountable for:

UNIVERSITY

The Office of the Vice President and Chief Academic Officer — Qatar University
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Determining the number of full-time faculty equivalents for the various colleges based on
discussions, negotiations, and recommendations with the respective Deans of the Colleges.

Ensuring that “hard” positions are fixed unless the number of students within the College
increases or decreases dramatically, the administrative structure of the College is altered, or the
University adopts new FTE calculations. Any modifications or Changes to the number of hard
positions allocated to colleges requires a formal approval by the VPCAO. However, “soft”
positions change as a function of external funding and last for the duration of the funded
project, or for the temporary loss of faculty members to administrative duties, sabbaticals, and
other leaves of absence. More details are provided in the previous section of this guide.

Insuring that Deans and Directors follow the hiring procedures outlined herein.
Providing an annual report to the President outlining the progress being made on recruitment.
Approving Position Approval Forms and The Authorization to Begin Recruitment Forms.

Reviewing recommendations for, approving and disapproving hiring, financial package,
promotion, transfer or reassignment, and termination of faculty and academic-related staff.

B. Deans and Directors

Deans and Directors are responsible for providing leadership in developing and implementing the hiring
of the best-qualified faculty and staff and demonstrating commitment to and support for the hiring
procedures outlined herein. They are accountable for:

1.

Verifying and validating the Departmental calculations of FTEs, specifically identifying the
proportions of the FTEs the department needs for “hard” and “soft” positions.

a. Redistributing (whenever needed) allotted FTEs within the Colleges based on needs, inputs
and shifting enrollments within the Department, provided that the total number of FTEs
approved for the College is not violated. Changes in the redistribution of FTEs at the College
level must be reported to the VPCAO.

b. Calculating FTE positions according to the procedures outlined above.

c. Collating and examining the received Departmental recruitment needs to ensure they
adhere to prescribed policies. The Deans and Directors will either endorse the requested
recruitment needs, or renegotiate them with the respective Departmental Chairpersons.

Matching positions to the priorities identified in the approved College/ Departmental/ Program
Capability plan.

Establishing, for each Department/Program, a Recruitment Search Committee of diverse
background. The committee should at least have one member from outside the department or
the program.

Taking an active role in the recruiting and selection process and ensuring complete
documentation of the process.

Using a professional networks, personal contacts as well as broad approach in recruiting
candidates.

Assessing and setting objectives for each Department/Program for establishing greater
expectations and coherence.

The Office of the Vice President and Chief Academic Officer — Qatar University
vpacademic.office@qu.edu.qga
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7.
8.
9.

Establishing hiring goals and action-oriented recruitment programs.
Constantly seeking qualified Qatari Nationals to fill various positions in their College/Program.

Ensuring all new hires are capable, competent and proficient.

C. Department Heads

Department Heads are responsible for assessing the needs for positions to ensure they contribute to
meeting the goals, objectives and mission of the Department. Recruitment needs shall be done
simultaneously with the approved Organization Capability Plan, Position Description, including a duty
statement and selection criteria, by the Head of the Department, approved by Dean/Director, and
confirmed by the VPCAO.

Department Heads are accountable for:

1.

Calculating FTE, specifically identifying what proportion of the FTE the department needs for
instructional purposes and Departmental administrative needs (“hard” positions) and what
proportion it needs for all other FTEs (“soft” positions). This calculation is based on the following
factors:

a. Total FTEs for the number of faculty who either resigned, were terminated, or their
contracts were not renewed.

b. Total FTEs for the number of faculty who were granted either partial (one semester) or full
(two semesters) sabbaticals or leaves of absence. The type of leave (full or partial) must be
reflected in the number of FTEs needed.

c. Total FTEs for the number of faculty who are on sick leave.
d. Total FTEs for teaching load reductions needed based on:
i. Total FTEs for administrative purposes

ii. Total FTEs for the number of faculty on reduced teaching load due to conducting
approved research.

iii. Total FTEs for the number of faculty on approved and commissioned assignments.

Departmental recruitment needs for the coming academic year are calculated solely on the basis
of subtracting the total number of FTEs in sections (a-d) from the FTEs allotted to the Department;

Preparing and revising accurate position descriptions which describe fully and accurately the
duties, responsibilities and requirements of the role for which recruitment is to take place;

Establishing a department-level Recruitment Search Committee. The head of Department must
provide guidance so that the Recruitment Search Committee will take the appropriate steps
necessary to locate and solicit application from the best possible pool of candidates for the
department and discipline.

Preparing required forms, secure necessary approvals and forward forms through appropriate
channels as specified in these procedures;

Insuring that job selection standards and criteria such as education, experience, skills, abilities,
and competencies to be used to screen applicants and aid in selection processes are job related
and are applied consistently to all applicants under consideration;

The Office of the Vice President and Chief Academic Officer — Qatar University
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6. Achieving and maintaining a competent and in full alignment with the mission of the academic
program

D. Human Resources/Recruitment Unit

The Recruitment Unit of Human Resources oversees the recruitment for all vacant faculty and staff
positions at Qatar University by providing support and guidance to those involved in the hiring process.

1. Ensuring consistency in the process and time lines are respected in the administration of
recruiting and selecting faculty and staff;

2. Developing initial screening criteria;

3. Providing technical advice and assistance to Deans, Directors, Department Heads, and
Recruitment Search Committees;

4. Providing technical training related to recruitment and selection;
5. Monitoring recruitment and selection activities for adherence to policies and procedures; and
6. Maintaining recruitment and selection data to support employment trend analysis.

The Recruitment Unit acts in an advisory capacity to Recruitment Search Committees in developing and
tailoring recruitment processes that are designed to meet general, specific and special hiring needs. The
level of service may be mutually determined to meet the needs of each search committee in support of
its mission.

The Recruitment Unit shall offer recruitment services and support to every search committee. The Chair
of a Recruitment Search Committee may request support from the Recruitment Unit in terms of
participation on the committee. If a Recruitment Search Committee elects not to utilize the services of
the Recruitment Unit, they assume full responsibility for all recruitment and compliance obligations,
documenting the selection, and forwarding the completed recruitment file to the Office of Human
Resources.

E. Recruitment Search Committees

In order to ensure objective and fair hiring decisions and to establish broad institutional input,
Recruitment Search Committees are required for all academic positions as well as for senior
administrative positions that require leadership responsibilities (such as Department Heads and up).
Recruitment Search Committees may also be utilized for other vacancies at the discretion of a VPCAO,
Dean, or Director.

The Recruitment Search Committee is one of the most important agents in the recruitment process. It
is central to the mission of this committee to serve as an advocate for the discipline as a whole in order
to make sure that institutional search procedures are being followed. Nevertheless, the role of the
committee should not overtake the role and leadership of the Department Head in providing necessary
guidance for the committee to take the appropriate steps necessary to locate and solicit application
from the best possible pool of candidates for the department and discipline.

The Recruitment Search Committee should include strong believers in the University’s commitments to
diversity in the workplace. It should include Individuals with different perspectives, skills, and
nationalities.

The Office of the Vice President and Chief Academic Officer — Qatar University
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The composition of the committee and its charge will impact the outcomes of the search process. Issues
of composition and charge should be discussed and decided early on.

Recruitment Search Committees for all academic positions will normally consist of two to four members
plus a Committee Chair.

1. The Dean or Director shall select a Recruitment Search Committee Chair who is capable of
providing leadership and ensuring a defensible selection process. In most cases, it is expected
that the Dean or the Director will perform the role of a Recruitment Search Committee Chair;

2. The head of the Department will act as a member (or a chair if this post is available) of this
committee.

3. The Dean would name the Recruitment Search Committee for each department in the College
after consultation with the Head of Department and the Associate Dean for Faculty Affairs. Later
on, when the College and departments reach a steady state, the Department would form its
own committee, either by consensus or by vote, from among the senior faculty members in the
department.

4. It is advised that one member of the Recruitment Search Committee is selected from outside
the Department/School or the College.

The role of the Recruitment Search Committee is to serve in an advisory capacity to the hiring official,
typically a Dean, or Director .

The Dean or Director is responsible for meeting with the Recruitment Search Committee at the
beginning of the process to reiterate the importance of setting right expectations in full alignment with
the mission of the academic program, to insure diversity in selection, to emphasize the advisory role of
the Committee, and to stress the need for confidentiality.

At the conclusion of the candidate evaluation process, the Recruitment Search Committee Chair is
responsible for presenting committee recommendations in writing to the Dean/Director. The
Recruitment Search Committee recommendations are to contain an analysis of strengths and
weaknesses of the identified top candidates.

The Recruitment Search Committee has the responsibility to:

1. Consider how it can convincingly represent the College’s and Department’s commitments to
hiring and advancing scholarship of learning and teaching.

2. Develop and document objective selection criteria in alighment with the objectives of the
recruitment needs for all job postings prior to the beginning of the search.

3. Address and prepare the position description and announcement of the posting. This includes
fields of expertise, required and/or preferred credentials and experience, rank, type of
appointment, any special duties required in the position, required application materials, and the
application deadline. The position description and announcement must be approved by the
Head of Department/Director and the Dean before the position is advertised.

4. Determine where and how the position shall be advertised for actively recruiting candidates
prior to the beginning of the search.

5. Develop in writing the characteristics and criteria to be used in evaluating applicants for the
position. These characteristics and criteria must be consistent with the job description and must
be in place before applications are reviewed.

The Office of the Vice President and Chief Academic Officer — Qatar University
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6. Develop a time-table for the screening process.
7. Screen all applications in accordance with selection criteria set forth by the committee.

8. Interview (face to face, by telephone or by Skype) the final small group of candidates who
appear to be best qualified. As part of the oral interview process, the committee shall
determine if the candidate’s oral proficiency in the language in which courses will be taught is
appropriate to the appointment.

9. Conduct reference check to validate credentials of the final candidates including verifying
previous experience and securing official transcripts.

10. Recommend to the Dean/Director the selected candidates for the position advertised in order to
conduct the second interview (the Dean/Director will decide on the type of interview required in
this stage).

11. In case of a campus interview, organize and conduct the interview.

a. The campus interview should include opportunity for the applicant to meet the students,
faculty members, College Dean and VP&CAO (meeting with VP&CAO should be confined to
candidates expected to take major role in the department or college such as candidate for
administrative appointment/or those expected to lead major initiative e.g., develop new
major, restructure a curriculum, lead a research team, etc.).

b. The campus interview should include a lecture by the applicant to the students and faculty
of the Program/Department and a seminar or another scholarly presentation to faculty,
senior students and external relevant stakeholders.

12. Recommend to the Dean/Director which applicant should be offered the position.
13. Document the search properly for review and process.

All search committee deliberations and documentation shall remain and be considered confidential
Human Resources information.

Employment Requisition: Position & Recruitment
Authorization

A. Position Approval

When a position becomes vacant, the hiring official should request a copy of the current position
description from the Department of Human Resources. The position description should be updated to
reflect any changes that may have occurred in the position. The hiring official should review the changes
with the Office of Human Resources to see if the changes require a reclassification review.

The hiring official should then initiate A Position Approval Form Appropriate justification for filling the
vacancy and any support costs should be explained in the authorization form. The form needs the
signature approval of the VPCAO. A Position Approval Form must be completed and approved before a
position can be filled.

The Office of the Vice President and Chief Academic Officer — Qatar University
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After the VPCAO has signed the Position Approval Form, the hiring official, and the Office of Human
Resources will receive notification that the position has been approved for filling. The original Position
Approval Form should be forwarded to Office of Human Resources for filing. Position Authorization Form

B. Organization Capability Plan - Identifying Recruitment Needs
The needs for additional faculty are determined within the College/Department/Program by the
Dean/Director/Head of Department.
Vacancies in departments may occur as a result of a variety of factors, including:
= Reduction in faculty workload,
= Introduction of new programs and courses,
= Curriculum revisions,
=  Needs for new skills,
= Departure of faculty,

=  Course requirements: Additional courses required to meet student demand, to maintain
reasonable class sizes, or to satisfy other college needs.

= Accreditation needs: Courses or academic areas required to satisfy accreditation.

=  Academic improvements: Coverage of areas to improve or broaden academic offerings to satisfy
student needs.

Once a vacancy occurs, the Department should seize the opportunity to discuss the requirements for the
position, taking into consideration the strategic goals and vision for the coming few years of the
Department, College, and University. Furthermore, in reviewing these requirements, the Department
should consult the Departmental, College, and University set priorities and action plans. Vital questions
such as how and where to advertise, the structure of the Recruitment Search Committee, the form of
the interview, and the questions to be asked of candidates need to be addressed.

In order to expedite the approval process for faculty positions each year, Colleges are asked to prepare
one year in advance an Organization Capability Plan that identifies anticipated position replacements
and specific requests for additional positions to be filled for the next academic year.

The VPCAO, in consultation with each Dean, will determine which positions will be approved for
recruiting then Authorization to Begin Recruitment Forms will be sent to Human Resources.

A detailed Recruitment Calendar will be provided by the VPCAO Office in the beginning of each
academic year.

C. Authorization to Begin Recruitment
The Recruitment Unit shall contact the VPCAO/ Dean/ Director to review current employment statistics
for the specific College or Department to which the position belongs.

An Advertisement Authorization for Recruitment Form must be completed and approved before the
recruitment process can begin. The Recruitment Unit shall, in consultation with relevant

The Office of the Vice President and Chief Academic Officer — Qatar University
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College/Department/ Program, finalize the position description, draft the position announcement and
advertisements.

The advertisement for recruitment should normally include the following:

1. Title of position and academic rank sought;
2. Description of academic qualifications for the position in teaching, research, and service;

3. Description of the academic responsibilities at QU including fields of expertise, required and/or
preferred credentials and experience, rank, type of appointment, any special duties required in
the position, required application materials, application deadline, and search committee address
and other qualifications expected of successful candidates in the areas of teaching, research,
and service;

Draft copies of advertisements (both brief and detailed versions);
5. Alist of desired channels of advertisement.

The approval of the VPCAO of the Advertising Authorization for Recruitment request sets the
recruitment process in motion. Advertising Authorization for Recruitment

Initiating the Search Process

A.The Recruitment Search Committee’s Charge
The Committee should be clear about whether its charge includes particular focus and clear mandate,
and the goal of identifying outstanding candidates for the position.

Any Department’s position descriptions will be very effective if the Recruitment Search Committee is
particularly clear about the Department expectations.

For instance, Recruitment Search Committees should request submission of the following items:

Statement of a candidate’s philosophy of teaching, administration, scholarship, or service; a sample
syllabus or final examination; results of students questionnaires; a brief description of the best student
project ever submitted to that candidate; suggestions about the “one book every student or a faculty in
the candidate’s discipline should read” or a brief faculty development plan for teaching, scholarship, and
creative activity over the next five years.

B. How Active Recruitment Efforts Can Backfire
Recruitment efforts can backfire for several reasons. Here is a list of such reasons and suggestions to
avoid them:

1. Not having a clear description of the Program/Department/College really needs.

As academics, we have a natural tendency to focus on credentials and areas of specialization
when we create position announcements, although it is the interpersonal and professional
qualities that tend to matter most in our day-to-day relationships with our colleagues.

What is really most important here?

The Office of the Vice President and Chief Academic Officer — Qatar University
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Build position announcement around the precise subspecialty, type of academic credentials,
and the amount of experience the faculty should possess.

Guide the position advertisement toward describing the sort of person the department
really needs for this position. If excellence in teaching and willingness to advise or perform
academic services are important matters for the department, be sure to feature them
prominently in the position announcement.

Ask all applicants to submit a statement outlining their philosophy of teaching; make it clear
that a significant part of the interview process will be evaluating the candidate’s quality of
instruction in different pedagogical settings; suggest that development of a substantive
teaching portfolio will be an absolute requirement during the successful candidate’s
probationary period.

If developing collegiality is a goal in your department, require that candidates define and
address collegiality in their letters of application; focus on collegiality in the reference calls
and letters made on behalf of the candidate; include expressions like team player, strong
department citizenship, and cooperative attitude in your description of the person you are
seeking; where space permits, discuss why collegiality is essential to the mission of teaching
, scholarship, and service of your department. In cases where service is important, note this
priority in the advertisement.

If we fail to mention the most important qualifications in the position announcement, we will
most likely get the wrong type of person for the post.

2. Notincluding the right type of information/expectations about the position.

The candidate should have a clear idea of precisely what it would be like to hold the position
that you are advertising for. Is this primarily a teaching position, a research position, or some
mixture of both?

If it is primarily a teaching position, then

what will the course load be?

How many courses taught by the faculty member are likely to be at the introductory level
and how many are likely to be at an advanced or graduate level?

Will there be an opportunity for the individual to develop new courses?

And, will there be opportunities for, or expectations of, interdisciplinary work?

If the position is primarily in the area of research, then

What are the expectations of research?
Will startup funds be available?

Will it be expected that the individual will need to secure external funding and, if so, will
there be the support of an office of research and sponsored program?

If the position requires a mixture of instruction and scholarship, then

In what proportions are the two activities likely to occur?

Will there be an expectation that the person hired involves students in his or her research,
or are one’s duties in the areas of teaching and scholarship usually unrelated?
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Your department’s position descriptions will be extremely ineffective if you are not clear about
your expectations in any of these areas.

3. Not requesting the type of supporting material that can really help you make the best decision.

Search committees tend to develop position announcements that request all kind of materials
that don't give them any real help in selecting the best candidates, and they fail to ask for those
materials that could really be important.

One sees this problem in job advertisements all the time: “In addition to letter of application and
current curriculum vitae, submit three letter of reference, official transcripts of all college work,
and sample of publications.” What's wrong with such a request?

= |Letter of reference

Letter of reference almost always tells you a good deal less than you are likely to learn by simply
asking for a list of names, mailing addresses, telephone numbers, and email addresses of three
to five references.

To begin with, anyone can locate three individuals who are willing to write reasonably positive,
upbeat letters on the candidate’s behalf. What you really want is the opportunity to ask follow-
up questions, to describe your precise position and inquire whether the candidate is a good 'fit',
and to ask the one question that you really need to know the answer of: “do you know anything
about this candidate that, if | were aware of it, might make me hesitant to extend a job offer?”

= Official Transcript

Although requesting official transcript is mandated when proper employment contract is
initiated, photocopies of the transcripts are quite important to the search committee to prepare
a short list.

= Sample of Publication

Evaluating the scholarly endeavor of applicants is certainly an important step of every academic
search process, but this preferably needs to be done in the short listing stage.

4. Shift of Focus.

The Dean/Director/Head of Department needs to ensure that the Recruitment Search
Committee’s focus is consistently directed toward those particular traits and criteria that will
most effectively assist the College/Program/Department in fulfilling its central missions of
instruction, research, and services. For instance, if, in the search for successful applicants, the
primary responsibilities of the candidates are going to be in instruction, watch out for a
disproportionate amount of attention being paid to research, offices held in scholarly
associations, or other matters that are not particularly relevant to the department’s
instructional mission.

Accomplishing this task is not always easy, since when the search gets well under way, the
Recruitment Search Committee becomes distracted by certain types of qualifications that do not
advance the overall success of the search.

As an illustration, when reviewing the applicant’s submitted materials, a committee may notice
a particularly interesting achievement cited in the materials submitted by one candidate and
then begin to screen out other candidates (sometimes consciously and sometimes
unconsciously) because such candidates do not have a parallel achievement. Although such a
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criterion was never stated in the search advertisement, never discussed as desirable during the
department’s original planning sessions for this position, and never before regarded as relevant
to the strategic plan of the institution, or the department.

Similarly, a search committee may become preoccupied with a particular type of supporting
document that one candidate has submitted (the document might be a statement of research
philosophy, a letter of support from a nationally prominent organization, or a particularly
unusual set of instructional material) and then begin to give significantly less attention to other
candidates who may be equally qualified or even superior in terms of what the department
really needs, because those candidates did not submit a part of the application that the search
committee had never requested in the first place.

The search committee must focus on the needs of the department and should be always
reminded of what they really are looking for and what the overriding responsibility must be.
Deans/Directors/Heads of Department have to be on alert of the following indications which
shows that the focus of the Recruitment Search Committee has shifted from its original purpose:

= |n searches where the successful applicant’s primary responsibilities are going to be in, for
instance, instruction, watch out for a disproportionate amount of attention being paid to
research, offices held in scholarly associations, or other matters not particularly relevant to
the department’s instructional mission.

= In any search, watch out for the use of set of screening criteria and weights that is
significantly different from the one stated in the search announcement.

C. Defining the Position

1.

Develop broad hiring goals. Get consensus on areas of specialty and other specific requirements
while planning to cast the hiring net as widely as possible.

Develop two position descriptions differentiating between what is needed and what is desired.

Make sure that the position description does not needlessly limit the pool of applicants. Some
position definitions may exclude good-quality candidates by focusing too narrowly on subfields
in which few-faculty specialize.

Consider, among selection criteria, the ability of the candidate to add intellectual diversity to the
department, and demonstrated ability to work with diverse students and colleagues.

Establish selection criteria and procedures for screening, interviewing candidates, and keeping
records before advertising the position and before materials from applicants start to arrive.

Make sure that the hiring criteria are directly related to the requirements of the position, are
clearly understood, and are accepted by all members of the committee.

Get committee consensus on how different qualifications will be weighted. Plan to create
multiple short lists based on different criteria - More information are provided below.
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Internal & External Advertising of Vacancies

All vacant positions must be advertised publicly in either the local, regional, or international media, or in
professional journals or publications and the University’s web site. The more thought and care taken
early in the recruitment process, the more likely the search is to be successful.

Recruitment procedures begin when the Recruitment Unit receives approved Position Approval Form
and Authorization to Begin Recruitment Form from the College or Department.

A. Advertising the Position

Proactive language can be included in job descriptions to indicate a Department’s commitment to fill the
open position with the best candidate. Efforts should be exerted to make the position more attractive to
a bigger pool of candidates. Examples include:

=  “The college is especially interested in qualified candidates who can contribute, through their
research, teaching, and/or services, to the diversity and excellence of the academic
community.”

= Determine what will be used to market the job announcement (professional networks, web
sites, and/or publications)

= Develop information packets to be sent to all shortlisted candidates. Include, in these packets,
brochures of the University and the community.

= Take an active role in seeking potential candidates.

B. Scope of Recruitment

The Head of Department will consult with the Chair of the Recruitment Search Committee to determine
what recruitment efforts will be necessary to attract applicants from multiple sources to broaden the
Referral Pool. Special emphasis should be given on attracting Qatari Nationals and for establishing
greater diversity.

All applicants must complete an e-recruitment online application form, in addition to attaching their
Curriculum Vita and other required documentations.

All advertisements will be placed on the University Recruitment Website. In addition, the positions may
be advertised externally, both regionally and internationally, in print and/or electronic media (e.g.
Chronicle of Higher Education, Times Higher Educational Supplement, specialized journals, newspapers
and on specialized websites). Advertisements must run for the right length of time in order to bear
fruits; this normally translates into 2 months in monthly publications, one issue in quarterlies, 3 weeks in
weekly publications, and three days in daily newspapers. However, this period could be shortened in
cases where there is urgency, or it could be extended if the pool of applicants is not deemed suitable.

Furthermore, it is advisable for departments, represented by the Head, to contact well-known graduate
programs in the US, UK, and Canada to advertise the positions to their graduating students. It is also
useful to try to reach candidates through personal contacts. But no matter what method is used to
obtain applications for positions, all these applications will go into the same pool and will be studied
together. No preferential treatment will be given to any group of applicants. All will be studied using
the same criteria.
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C. External Advertising and Expanding the Pool of Candidates

In order to communicate the availability of a position to a broad range of qualified candidates, faculty
positions should be advertised in appropriate professional journals, newspapers, and other media.

Given the costs of advertising and budgetary constraints, advertising should be carefully selected in
order to provide for maximum exposure.

For some Colleges and Departments, expanding recruitment sources to reach a wider group of qualified
candidates may result in a larger referral pool of qualified candidates to consider. And this will assist in
the selection of better-qualified candidates.

Recruitment Unit shall coordinate the advertising of specific vacancies in appropriate publications,
following consultation with the Chair of the Recruitment Search Committee.

D. Advertising Content

The Advertisement should:

1. Give a brief and clear job description and highlights roles, responsibilities, working environment
and benefits.

2. Be broadly enough defined to elicit a wide response from qualified applicants.

3. Specify a deadline date for receipt of application, and should state that incomplete applications
will not be processed.

4. Include information about the University, the College, the Department and its programs.

5. Clearly state the documents needed to be submitted by the candidates — such as curriculum
vitae, number and contact information of referees (usually three or more), transcripts verifying
academic credentials, etc.

Every Academic Department, will submit its approved ad content based upon the directions and criteria
established by the College Dean, and in view of guidelines established by the Human Resources
Department for advertising vacant positions and as agreed and approved by the VPCAO and Chief
Academic Officer.

The Human Resources Department will approve only the style of all media advertisement without any
intervention in the content. Every department will be in charge of placing its ads in the e-recruitment
system, which once finalized, will be activated from The Human Resources Department.

The University reserves the right to invite candidates to apply for a position without advertising. This
may occur, with approval from the related Dean and/or VPCAO, where candidates are to be sourced
through a search conducted by a Recruitment Search Committee.

Because of the lead time for publication in many journals and the length of time required to complete
the search process, advertising needs to be initiated well in advance of the time a position needs to be
filled.

The closing date of competition for the position should be at least a one-month interval after the date of
publication of the advertisement.
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The vacant position should be advertised in at least two internationally circulated professional or
academic publications prior to the evaluation of candidates. Advertising on the Internet, by electronic
mail or other means is also encouraged.

E. Internal Posting Requirements

All internal and external advertisements shall be coordinated through the Human Resources
Recruitment Unit. The College/ Program/ Department is responsible for all associated advertising and
recruitment costs.

The Recruitment Unit shall prepare the position posting and confirm the wording of the posting with the
Chair of the Recruitment Search Committee prior to distribution. The notices of job vacancies shall be
posted on the University Recruitment Website.

Employment qualifications listed on position requests and job postings must be work-related and must
be included under the position description under which the position is classified.

F. Posting Timeline

All faculty and staff positions shall be advertised until positions are filled. Any position posted for a
further period of time should be regularly updated.

No hiring decision should be made prior to the expiration of the posting period.

After a minimum of seven days from the initial posting date, the Recruitment Search Committee may
begin developing a Referral Pool of applications through the Online Recruitment System.

G. Posting Expectations

There are no mandatory posting procedures for positions to be filled by students, student interns,
fellows, teaching assistants or students employed in academically related research.

H. Personal Approach

Chairs of Recruitment Search Committees are encouraged to use personal approaches in recruiting
candidates since outstanding potential candidates often do not apply for advertised positions and must
be personally contacted.

Chairs of Recruitment Search Committees should consider contacting, particularly for faculty positions,
the following parties in order to ask them to advertize the position, to recommend possible candidates,
or to apply:

1. Professional and advocacy associations;

Deans and Department Heads at other universities and colleges;
Scholars in the discipline at other universities;

Past applicants and graduate students;

Successful part-time or visiting faculty members

@ v k& W N

Government departments and agencies and business and industrial entities.
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As an on-going process, responsibility for recruiting does also rest on all faculty members of any given
College, Program or Department. Faculty who will be attending professional conferences or visiting
other universities should be encouraged by their Deans to combine their trips with recruitment efforts
for present and future positions.

Online Application System

A. Completing a Qatar University Online Application Form

All applicants for employment with Qatar University must complete an e-recruitment online application
form, in addition to attaching their Curriculum Vita and other required documentations. The application
should be completed by the applicant before an interview is conducted. But in all means, the application
and all other required documents should be available in the appropriate format prior to an offer of
employment is extended.

Recruitment Unit and/or Chairs of Recruitment Search Committees should direct interested job seekers
(including all University faculty or staff member) to complete the online application
http://recruit.qu.edu.qga/pls/recruitment/recruiter.rec in order for their applications to be recognized.

Unsolicited resumes should not be accepted by individual Colleges or Departments. Such applicants can
be directed to apply on line in order to be recognized.

Qatar University relies upon the accuracy of information contained in the employment application as
well as the accuracy of other data provided by the applicant throughout the hiring process. Any
misrepresentation, falsification or material omission in any of this information may result in the exclusion
of the individual from further consideration or, if the person is already hired, the termination of
employment.

B. Application Data Flow

The Recruitment Search Committee will only access applications through the recruitment web site for
screening and/or scheduling interviews. Applicants’ data and documentation are kept on the University
Recruitment Database.

C. University Faculty/Staff Referrals

Qatar University encourages faculty and staff to refer qualified persons to apply online for vacant
positions. Employment decisions will be made based on the individual's qualifications and the
University's current vacancies.

The Office of the Vice President and Chief Academic Officer — Qatar University
vpacademic.office@qu.edu.qga

5N
v



http://recruit.qu.edu.qa/pls/recruitment/recruiter.rec

Academic Recruitment Guide Page 21 of 33

The Referral Pool

A. Assembling, Screening and Referring Applicants for Interviews

Only complete on-line applications with Curriculum Vita and other required documentations should be
screened/reviewed by the Recruitment Search Committees.

All applications for a particular vacancy should be retained until the deadline of submitting applications
is over. Initial screening will then be performed on the applications in order to determine if applicants
meet or exceed the minimum requirements of the position as stated in the job posting and will move
these applications to the appropriate folders (Nominee 1, 2, 3, or 4) for further screening.

Disqualified applications should be moved to the “Disqualified Batch” folder and the committee should
send “an electronic” rejection letter through the on-line system to such applicants.

B. Extending the Submission Deadline and Re-Posting the Position

The submission deadline for a position should be at least a one-month interval after the date of the
publication of the advertisement. If the Recruitment Search Committees is not satisfied with the
Referral Pool it may extend the submission deadline (and the advertisement of the position(s)) to allow
the inclusion of exceptionally excellent applications and such an extension should be requested from
the Recruitment Unit in the Human Resources Department.

C. Vacancy Pools

When availability of a position is expected to be recurrent, a College or Department may establish a
vacancy pool to maintain groups of applications on file for positions with multiple incumbents after
consultation with the Recruitment Unit. The vacancy pool, which may be internal or external, has an
unlimited recruitment period that enables the college or Department to accept applications at any time.

D. Use of a Previous Referral Pools

The Chair of a search committee may request to use a previous Referral Pool to fill the same or a similar
position, with respect to qualifications, under the following conditions: 1) if the request is made within a
period of ninety (90) days from the date of vacancy publication on the University’s web site, and 2) if the
vacancy has similar job qualifications.

Recruiting Activity Before the Search

It is likely to be extremely useful for the Recruitment Search Committee, to study analysis of previous
recruitment efforts and data available on the e-recruitment system. The department is more likely to be
able to achieve a better outcome than previous outcomes if it has some understanding of the factors
that may have played a role in limiting previous successes in recruiting good candidates.

1. Reviewing the Applicants’ Pool
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= Take steps to identify the applicant ‘pools’ of qualified candidates for the field as a whole
and for the subfields in which you are considering hiring. Subfield pools are sometimes quite
different from overall pools.

= |dentify any international institutions that are especially successful in producing doctorates
and/or post doctorates in your field or the desired subfields. Be sure to actively recruit from
those sources.

2. Reviewing Past Departmental Searches

=  Find out how many applicants have applied for past positions in your department, as a
percentage of the total applicant’s pool.

=  Find out how many applicants have been brought to campus for interviews in your field in
the previous searches.

= Consider asking new recruits how they were successfully recruited.

= Find out what has happened to shortlisted applicants who were not hired in previous
searches. Where are they now? And, are they still interested in joining QU?

Recruiting Activities During the Search

A.Broadening the Pool

View your committee’s task as including a process of generating a pool rather than merely
tapping it. This may be accomplished by mandating committee members while attending
conferences/ symposia/presentations/meetings, both regionally and internationally, to develop
a list of potential future candidates. Candidates identified in this way may be in any field, not
necessarily the one targeted for a particular search. In fact, the department may consider
creating a committee to generate a list of candidates, who can then be considered for targeted
recruitment outside of subfield-defined searches. Cultivating future candidates is an important
activity for the search committee to undertake and may require that the search have a longer
time horizon.

Be careful to place a suitable value on non-traditional career paths. Take into account time
spent pursuing professional career in a non-academia setting, getting particular kinds of
training, having unusual undergraduate degrees, or having different job experiences. Also, in
the case of women candidates, consider the off-time taken to raise their children.

Rank candidates separately on several different criteria, rather than using a single aggregate
ranking list.

Consider re-opening or intensifying the search if the pool of applicants does not include
outstanding candidates who will be seriously considered by the search committee.

B. Use Active Recruiting Practices

Advertise the position for at least 30 thirty days before the application deadline.

Use electronic job-posting services targeted at diverse groups and diverse institutions.
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= Make personal contacts with candidates at professional conferences and invite them to apply.

= Contact colleagues at other institutions to seek nominations of students nearing graduation or
others interested in moving and seeking new horizon.

=  Place announcements in newspapers, journals, and publications aimed specifically at wide range
of candidates.

=  Contact relevant professional organizations for rosters listing candidates receiving PhDs in the
field.

C. Use Active Recruiting Resources

Be aware that most fields have resources (list serves, email groups, etc.) that can help you identify or
reach qualified candidates. Either seek these out on your own, or request assistance from recruiting
staff in identifying them. The following are just few examples:

= The National Science Foundation Survey of Earned Doctorates: This is an annual survey that
does not list individual doctorate recipients, but a good resource for determining how big the
pool of new women and minority scholars will be in various fields.

http://www.nsf.gov/sbe.srs/ssed/start.htm

= Society of Women Engineers: This society maintains an online career fair.

http://www.swe.org

= Association for Women in Science: This society maintains a job listings page.

http://www.awis.org

Attached is a list of professional organizations for various disciplines This list is, by no means, an
exhaustive list of professional organization and does not cover all disciplines currently taught at QU. It is
meant to as an example that Departments/Programs may generate to used as a recruiting tool.
Departments/Programs are advised to look at relevant websites and to take the responsibility of
updating/adding to their list of professional societies. Guide to Professional Organizations
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Evaluating and Selecting the Best Qualified Candidates

A. Faculty Standards

The following is a list of criteria that should be used in verifying the caliber of a faculty candidate:
1. Teaching

Commitments to learning, to fostering the intellectual development of students, and to improving
educational programs mark a dedicated teacher. Candidates should:

= Be well-trained, knowledgeable, skillful, and enthusiastic presenters of knowledge;
= Have a proof of innovative teaching and other teaching-related activities;

= Possess documentation of developed teaching methods and of assisting, advising, and
counseling students in academic matters.

2. Scholarship and Professional Development

Scholarship is expected of every faculty member. Besides a mastery of the fundamentals of a
discipline, the candidate should possess a thorough familiarity with various areas, problems, and
continuing investigations in his/her discipline. The candidate should stay abreast of the relevant
literature and has the ability and insight to organize, synthesize, and evaluate effectively the work of
others. Candidates should:

=  Demonstrate ability to relate subject matter to broader fields;
= Possess insight into future needs of Qatari society and directions of discipline;
= Have texts, publications, and other materials published or developed for teaching;
= Be held in esteem by peers.
3. Expertise in Subject Matters

A faculty member should provide clear evidence of research promise verified by demonstrated
ability to perform, complete and publish major bodies of work that are relevant to the specific area
of his/her specialization. Candidates should demonstrate:

= Evidence of originality and innovation;

= Usefulness of research to the discipline;

= Usefulness of research to Qatari industry or to the public sector.
4. Service to Scholarly Organizations

The University shall also recognize and encourage faculty to serve in professional and scholarly
organizations. Candidates should demonstrate:

= Leadership in professional and learned societies;
= Evaluations of manuscripts and research proposals;
= Editorial board work;

= QOther professionally related activities with or without compensation.
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5. Communication Skills

A faculty member should demonstrate excellence in communication and writing skills as
determined, in part, by the Departmental colloquium during the interview process and by careful
evaluation of published work by the search committee. Candidates should demonstrate:

= Ability to speak, teach and write in English;

= High level Information Technology skills.

B. Ensuring a Professional and Timely Selection Process is Conducted

Chairs of Recruitment Search Committees are responsible for ensuring a time-efficient approach is
employed to minimize applicants being chosen by other organizations or lost interest of employment
opportunity at Qatar University. The Committee should conclude screening, evaluating, interviewing and
selecting the best qualified candidate within one (1) month of receiving the Referral Pool.

= Recruitment Search Committees will screen all applications and will select to interview those
candidates who are best-qualified for the advertized positions. A “best-qualified candidate” is
defined as an applicant who, in addition to meeting all of the minimum qualifications advertised
in the position, also demonstrates knowledge, skills and abilities related to the position
requirements that are determined to be sufficiently strong to make a significant contribution to
the University/College/Department/Program.

= Applicants should be evaluated based on the agreed upon criteria in a consistent manner. This
includes the consideration of “internal” candidates. The credentials of the short-listed
candidates should be verified and references reviewed before interviews are arranged.

= Special emphasis should be given to encourage young Qatari Nationals who have the right
potentials and caliber to fill various open Teaching Assistant positions throughout the
University.

C. Establishing a Recruitment Plan

The recruitment plan of the Recruitment Search Committee should involve establishing firm deadlines
for receiving applications, for methods of reviewing files of candidates, for setting dates for sending the
files of short-listed candidates to the Dean, for setting interview format and dates (on campus, via video
conference, or abroad), and for charging one committee member with the responsibility of contacting
candidates for each position and following up with them.

It is important to note that efficient management of this part of the process will reflect positively on the
College and the University in the eyes of candidates who would feel that, by joining QU, they will be
joining a professional group of scholars.

D. Accessing Applications

The Dean, College Recruitment Committee, and Head of department are given access to all applications
that are received by HR in response to advertisement; the departmental Recruitment Search Committee
will be given “Read Only” access.
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E. Reviewing Applications

After the deadline set for receiving applications, the department starts the process of reviewing these
applications. Members of the departmental Recruitment Search Committees will meet with the Head of
Department to discuss the applications after having carefully studied the dossiers of the candidates. Itis
advisable that those involved in recruitment make notes about each file in preparation for the
discussion. The criteria for determining the suitability of a candidate for the position should be applied
consistently to all. The decision/recommendation of the Department to place candidates on a shortlist
for interview should be based upon comparison among candidates in order to be able to rank those
candidates.

F. Short listing of Candidates

In beginning to evaluate applicants and candidates, awareness of the kinds of evaluation biases that
psychological research has identified in different genders’ judgments of job candidates is needed.

= The most important general point about the process of creating the short list is to build in
several checkpoints. Such checkpoints might be the number of applicants graduated from a
certain country, or the number of applicants with considerable years of experience.

= Get consensus on the multiple criteria that will be used to choose candidates for interviews.
Notice that different criteria may produce different top candidates. Be sure to consider all
criteria that are pertinent to the department’s goals (e.g., experience, integrating technology
into teaching, etc.). In addition, discuss the relative weighting of the different criteria and the
likelihood that no or few candidates will rate high on all of them.

= Develop a “medium” list from which to generate a short list.

= Consider creating separate short lists ranking people on different criteria, such as teaching,
research potentials, and mentoring capacity. Develop a final shortlist by taking the top
candidates across different criteria. Evaluate this step before finalizing the list; consider whether
evaluation bias may still be affecting choices.

Making a shortlist is a process of narrowing down the choice to the most promising candidates, usually
three to four applicants. Whenever possible, the names of candidates on the shortlist should be
organized by rank order. Short listing should take place shortly after the deadline for receipt of
applications. The shortlist is then sent to the Dean who, with the help of the department Recruitment
Search Committee, would make arrangements for interviews the various candidates. It is important that
confidentiality be maintained by all those involved in the recruitment process until the time the final
selection is made.

G. Conflict of Interests

Care must be always taken to avoid the perception that nepotism or favoritism exists in the selection
process. Immediate family members are precluded from collegial decisions in which they could have a
conflict of interest.

For conflict of interest reasons, members of the same immediate family shall not be hired to work in the
same department unless prior authorization of the Vice-President (Finance and Administration) is
obtained. For the purposes of this policy, immediate family shall mean a parent, spouse/partner,
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brother, sister, child, aunt, uncle, mother-in-law, father-in-law, brother-in-law, sister-in-law, son-in-law,
daughter-in-law, grandparent, or grandchild.

H. Informing Applicants

Since the University seeks to treat all candidates equitably and with respect and courtesy, it is imperative
to immediately notify (through the e-recruitment system) job applicants who are eliminated from
consideration that they are no longer being considered for the vacancy and to maintain the best public
relations possible. Also, to inform unsuccessful candidates as soon as possible once a short-list of best
candidates has been decided.

I. Reference Checking on Performance and Verification of Educational
Credentials

It is the policy of Qatar University to check the employment references and verify the education and
academic credentials of all prospective faculty and staff members to ensure that individuals who will be
employed by Qatar University are well qualified and have a strong potential to be productive and
successful.

Reference checking is an inquiry about job performance, usually from people identified by a candidate.
The Chair of the Recruitment Search Committee assumes responsibility for reference checking. For faculty
positions the Chair of the Recruitment Search Committee should personally conduct the reference
checking. Sample Request for Reference Letter

Reference checks should be performed before candidates are invited to the University. As a professional
courtesy, permission from a candidate should be secured before contacting references. A consistent set of
questions is essential for phone/ e-mail references, and in some cases letters of reference are required.

Recruitment Unit will be responsible (after offers accepted) to collect official transcripts and any other
related documents from candidates to verify educational and academic credentials. However, candidate
should be asked by the Recruitment Search Committee to provide copies of all academic degrees, letters
of academic ranks, appointments, employment certificates from earlier employers and any other
documents that may be required to make a recruitment decision.

J. Sending Information to Candidates

When a Recruitment Search Committee selects an applicant for an interview, it is recommended that an
informational packet is provided to the candidate. This packet should include information about Qatar
University, the College, the Department and Qatar as a nation. Also, it should include information about
Qatar University employee’s benefits and other information that may be important in assisting the
applicant to make a career decision.

K. Interviewing Selected Candidates

The interviews of the candidates would normally be conducted by the Head of Department, members of
the search committee, and a representative from the Dean’s Office. These interviews are the most basic
method of selection that could be supplemented, but not replaced, by other methods. The interviews
could take the form of face-to-face interviews, video conferencing, or phone interviews. For the sake of
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obtaining specific information and for uniformity purposes, interviewing should not be conducted
through asking unstructured questions; it is much better to have structured interviews with basic
qguestions that could be elaborated on if the need for elaboration arises during the interview.
Management experts suggest creating a professional, and preferably relaxed, interview environment in
order to create a comfort zone for the interviewee to allow him/her to show their best. Substantive,
job-related questions could be interspersed with casual, personal remarks in order to reduce initial or
mid-interview tension. Interviewing Tips and Techniques Guide is provided here in order to help
interviewers with their work.

Recruitment Search Committees should prepare in advance for the interview by:
= Developing a list of core questions which will be asked of all candidates interviewed;
= Reviewing the requirements for the position and compare them with the resumes of candidates;
= Noting areas in the person's job history where clarification or amplification is needed.

Right after the interview is completed, each interviewer should fill a form in which he/she record his/her
impressions of weaknesses, strengths, potentials and points that need to be further explored and
investigated. Faculty Interview Form

General Remarks

= For an internal candidate, the search committee should take special care to ensure the
application is confidential, and that contact with the employee’s current unit is not made until
the employee is considered as a finalist and references are checked.

= Determine whether it is necessary to conduct telephone interviews for a short list of semi-
finalists (3-5). If so, develop a consistent set of questions to be asked of each candidate and
determine how the answers will be rated.

L. On Campus Interviews
The search committee should clarify what specifically it is attempting to accomplish by the end of the
interview process.

=  The on-campus interview should be used wisely, and never be seen as opportunities “just to
take a closer look at a candidate”.

=  The on—campus interview should focus on those activities that can only be done, or at least best
be done, on site and in person.

= As the candidate observes the facilities and opportunities for research, scholarship, or creative
activity, determine whether if there is:

» A good fit between what the institution can offer and what the individual brings in terms of
experience, interest, and talent;

» Areasonable amount of rapport between the candidate and coworkers;
» An understanding and support of the mission of the institution and department.

The role of the Head of Department is to guide the committee to plan a balanced agenda of events so
that candidates have, in addition to the interview meetings, the time to explore campus on their own; to

The Office of the Vice President and Chief Academic Officer — Qatar University
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take a walk, to tour the library, to chat with some students, or to make use of a room to go over his/her
presentation

Here are few suggestions to guide you in planning the on-campus interview:

If the teaching is the most important aspect of this position, schedule sessions where you get to
observe the candidate’s teaching of the sort of students who actually enroll at your institution
and to interact with them in a setting similar to those of day-to-day activities on you campus. Do
not expose the candidate only to honor students on your best majors’. Find out how well the
candidate relates to the full variety of students in your program.

If research is the primary focus of the position, have the candidate present recent research
findings, critique your current facilities and library holdings , and discuss with you an anticipated
research agenda for the foreseeable future.

Courtesy visits to meet the president and other campus officials should be either relatively brief
or even omitted unless the person whom the candidate visit will be playing an active role in
selecting the candidate. Sample of On-Campus Visit Schedule

Assistance from Human Resources

Recruitment Unit may also participate in an interview, if asked, and serve in an advisory capacity to
a search committee.

If a candidate would like to meet with a representative of the Department of Human Resources to
discuss specific benefit of employment concerns, Human Resource Department may arrange such
meeting.

Recruitment Budget Expenses

Expenses incurred in the recruitment process are to be charged to the appropriate College or
Department budget. Such expense includes the candidate’s visit to QU, meals, beverage and
telephone calls.

Travel

The Chair of the Recruitment Search Committee is responsible for overseeing a candidate's visit
to the University. Candidates are expected to use an economical means of travel to the
University for an interview. Travel by common carrier will be reimbursed at the “economy” or
other-than-first-class, round-trip fare. If the candidate desires to stay for a longer period of time,
or travel on business class for justifiable reasons, the VPCAO must, in advance, approve any
additional cost to the University.

Meals, Beverages and Telephone Calls

It is the responsibility of the Recruitment Search Committee to ensure that a candidate's visit is
in accordance with University policies and practices. The scheduling of interviewers for meals
with the candidate must be approved in advance by the VPCAO. The selection of those who
accompany candidates to meals should be based on their participation in the Recruitment
Search Committee.

I
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M. Making the Final Selection Recommendation

The final selection recommendation will be made from among the best-qualified candidates. When the
last candidate has been interviewed, the Recruitment Search Committee should meet as soon as
possible to evaluate the candidates and make a decision on the appointment. The decision to make an
offer to a certain individual should normally be on the basis of consensus reached among all those
involved in the process of recruitment. It is the responsibility of the Head of the Department to send the
recommendation to the Dean indicating the name of the selected candidate and the reasons the
candidate is chosen over other candidates in the shortlist. The Head of the Department should also
send the Dean a list of all other candidates and a brief description of the reasons for their not being
selected (e.g. no Ph.D.; does not hold the required specialization; weak publication record;
communication problems, etc.).

The Dean brings the Department recommendations to the College Recruitment Committee for
discussion. If there is an agreement with the recommendations, it will be approved by the Dean and
passed on to the VPCAO for consideration. If there is a disagreement, the Head of the Department and
the Recruitment Search Committee of the Department will be asked to come to a meeting with the
Dean and the College Recruitment Committee to discuss the recommendations and arrive at a solution.

N. Making the Offer

A strategic and professional approach to appointments helps the University to appoint and retain
academic staff with the necessary skills, attributes and qualifications to fulfill its strategic aims. The
University, therefore, seeks to ensure that candidates must hold advanced degrees from accredited
universities, demonstrate excellence in teaching, able to engage in scholarly activities, and meet other
conditions as deemed necessary by the University. The University is also responsible for ensuring that the
employment offers are conducted in a systematic, efficient, and effective manner.

=  The VPCAO appoints new faculty upon advisement and consultation with Deans/Directors.

=  Faculty is usually appointed to the academic calendar year, irrespective of the date of assuming
duty.

Appointment Procedures:

1. The Chair of the Recruitment Search Committee shall be responsible for making sure that all
files and necessary documentations have been processed and returned to Dean and VPCAO
within maximum 5 days of the final decision of the Recruitment Search Committee.

2. As soon as the VPCAO confirms the appointment of the selected candidate, the Dean and
VPCAO shall work collaboratively to compose the offer letter. Heads of Department are not
authorized to make any offers of appointment, orally or in writing. The Dean prepares a letter of
nomination, with suggested salary, and sends it to the VPCAO for approval. After the VPCAO
approves the recommendation of the Dean, an offer is sent to the selected candidate through
the VPCAO office. If the offer is accepted, the candidate responds back electronically to the
VPCAO and other pertinent parties indicating clearly the acceptance of the offer.

3. Once acceptance letter is received, Recruitment Office will initiate immigration procedures and
other arrangements necessary to recruit candidates to Qatar and then implement an orientation
program for the newcomers. No applicant should consider himself/herself to be employed at
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Qatar University until a signed copy of the contract has been received, an on-site (in Qatar)
medical checkup has been satisfactorily completed, and a visa plus a work permit have been
obtained.

General Remarks:

= All reference checks must be checked and completed on the final candidate(s) before an offer of
employment can be provided.

= In no case should any member of a Recruitment Search Committee, including the Chair, engage
into a formal or informal contract of employment with a prospective employee by making
promises, oral or written, which would negate Qatar University’s employment-at-will status.

=  Only College Deans, or their designees, are authorized to negotiate with candidates and make
offers of employment to them contingent on the approval of the VPCAO and confirmation of the
President. All salary offers must be reviewed and approved by the VPCAO.

= Assoon as the selected candidate has accepted the position, the Recruitment Search Committee
has to notify all other candidates by email that the position has been filled by someone else.
There is no need to inform the candidates of the reasons they were not selected. The best
approach is to inform them that the person selected was the most suitable for the position. It is
advisable, however, to let the candidates who made it to the shortlist know that you considered
them as strong candidates and to ask them if they would like you to keep their files active in
case another position opens.

= Lists of the positions filled and the names of the successful applicants with a short bio must be
posted on the New Faculty website.

O. Efforts to Retain New Faculty

Qatar University invests considerable time and resources in the recruitment and selection process.

Just as it is difficult to recruit and select new faculty, it may also be difficult to retain new hires.
Universities worldwide are increasingly finding that it is a “seller's market”. It is not uncommon for new
faculty to leave after one year because they can find more “attractive” employment elsewhere.

The effort expended in attracting and selecting the best-qualified faculty and staff should be matched by
equal efforts to retain them.

Support in” fitting in" to a new workplace, and often a new social environment, are especially important
for individuals in their first appointment to the Gulf Region.

Once a candidate is appointed in the Department, it is advisable for the Head of Department to contact
the new faculty member in order to agree on the courses he/she would teach and their scheduled time,
to ask about the suggest names of textbooks and other instructional materials for his/her courses, and
get the necessary information from the candidate for starting an e-mail account. The Head of
Department should also put the new faculty in touch with his/her departmental “mentor” whose job is
to ease the entry of the new faculty member into the department and the University.

It is also critical to make a special effort to integrate and welcome all new faculty and to send a clear
message that the College/Department wants them to stay and work as colleagues. Specific efforts
should be made to introduce and orient the new faculty to the College/Department. For those who
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might "look" or “act” different than others, it is important that extra attention be put into extending a
warm welcome.

New faculty should be encouraged to ask questions of their colleagues and, from as early on as possible,
begin to understand the culture, official policies and procedures, and the "unwritten rules" that prevail.

Special attention should also be given to ensure that new faculty are not "left out" of meetings, social
events, and so on.

P. Contracts Policy

Academic Employment contracts are essential to realizing a systematic process of employment with a focus on
clear and complete information documented and understood by both the University and the employee.

1.
2.

All faculty member of QU are given a contract that is signed by both parties.

University of Qatar may offer one of the three contract types: regular, rolling or special contracts
according to the conditions stated in the Academic Bylaws.

VPCAO or his/her designee is authorized to sign contracts on behalf of the University.

Faculty may be offered a rolling contract provided they have served at least one full term under
a regular contract.

Contracts Procedures

1.

3.

Recruitment Unit will prepare the type of contract required for each candidate for his/her
review and signature.

New faculty may sign the contract as soon as he/she arrives. However, this is conditioned by the
validity of candidate’s medical examination and issuing residence visa.

Every faculty will retain one copy of his/her contract once signed.

Q.Monitoring/Evaluating the Recruitment & Selection Process

1. Periodic Reviews

The Recruitment Unit will periodically review recruitment and selection data across the
University to ensure that activities are in compliance with recruitment and selection policies and
procedures.

The Recruitment Unit staff will complete an annual summary of selection activities for the
President. This report will include analysis of the impact on hiring Qatari Nationals, the
percentage of nationalities hired in each College or Department and other relevant factors.

The Recruitment Unit staff will also comply with any other requirements of the State of Qatar
for updating the plan and reporting.

Records

The Department Head shall return all applications, resumes, forms and screening/selection
worksheets to the Recruitment Unit, where they shall be retained for a period of two years, as
required by law.
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3. Falsification of Academic Credentials

It is the University's policy to verify the academic credentials claimed by a prospective faculty
and staff members. Should the verification not bear out the claim, any offer of employment to
the individual will be withdrawn, or, when necessary, the individual's appointment at the
institution will be terminated.

An applicant who provides misleading, erroneous, or deceptive information on a profile,
resume, or in an interview will be immediately eliminated from further consideration for
employment.

Background check will not be conducted for an employee transferring to the same job (same
duties, responsibilities) in the same unit.

The Office of the Vice President and Chief Academic Officer — Qatar University
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QATAR UNIVERSITY

Qatar University
Human Resources

Advertising Authorization for Recruiting

College/Department:

Required Position:

Vacancy is Due to

O

New position

O

Replacing — Employee Name:

Last Day of Employment:

Coordinator Contact Information

Name:

Phone:

E-mail:

Means of Advertizment: (Please tick all that apply.)

[

QU E-Recruitment

Chronicle of Higher Education (online)

Local Newspapers . . .
Indicate names if applicable

O
O
O

Regional Newspapers
Indicate names if applicable

O

International Newspapers . ) .
Indicate names if applicable

O

Journal . . .
Indicate names if applicable

O

Others, please specif . . .
P pectly Indicate names if applicable

Positing dates: (QU E-Recruitment)

From:

Positing Types (QU E-Recruitment)

To:

O

Definite Close Date |:| Open Unitil Filled

|:| On Going Recruitment

Authorization

Signature of Dean / Director Date:
Signature of VPCAO Date:
Signature of HR Director Date:
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College of

Department of

Candidate selection on site interview

Interview Program for

(candidate for Assistant Professor Position in Department/Program

Jhé dools

QATAR UNIVERSITY

Activity Date and time

Description

Action is taken by

Arrival to Doha

Doha Airport pick up to hotel on arrival

External Relations
action

Visit to College
and Department

09.30 am

12:30 pm
02:00 pm
03:00 pm

Hotel pick up to arrive at 10:00 am in the department
to meet HOD and Dean and have a guided tour.

lunch with Dean and HOD.

presentation to faculty members and guests.

Return to hotel.

Head of Department
action

07:00 am
08:00 am
09:00 am

Hotel pick up at to arrive at 7.30 am to department.
Control lecture to students.
M faculty members.

. 10:00 am detailed presentation on research only to faculty and
Visit to Head of Department
Department external stake.holders.. . . . action
11:00 am Formal Interview with the selection committee in
presence of the Dean and Head of department if they
are not part of the selection committee.
02:30 pm Return to hotel.
Free day Free time in Doha. Visitor’s free will
Departing Hotel pick up to airport. External Relations

action







This is a copy of the standard email that is sent to the identified referees for faculty
applicants. It is preferable that one include a description of the position the
individual is applying for as well.

Typically see a 48-72 hr turnaround time with these requests. This is in part due to
the vehicle (email response adequate), the simplicity of the questionnaire (9
questions only) and the instructions given to the applicant.

Ensure you have approval from your referee - Meaning, your referee
knows you will be in contact with them shortly and that you are hoping
for a rapid response.






E-mail Reference Check

From: username@qu.edu.qa

Date:

To: Referee e-mail

Cc: Recruitment Search Committee

Subject: Confidential Reference - Dr.

Attachment: General Job Posting

Dear Dr. ,

We are writing with regards to an application that we have received from Dr. for a professorial
position in __(field) with (name of the program/department Program in Qatar

(program/department website address). | am attaching the general job posting for your perusal. You have been identified
by this applicant as a professional reference. Accordingly, we are writing to ask if you would be willing to comment on
the applicant's suitability for a position of this nature. In particular, we would truly appreciate it if you could briefly
respond to the following questions:
1. Would you please outline your working relationship with this applicant?
Your response:
2.  Could you give a brief description of the roles undertaken by this applicant at your institution?
Your response:
3. How would you rate the applicant's scholarly contributions to date?
Your response:
4. How would you rate the applicant's teaching contributions to date?
Your response:
5. How would you rate the applicant's service contributions to date?
Your response:
6. Overall, what would you consider to be the applicant's strengths and weaknesses?
Your response:
7. How would you describe the applicant's interpersonal skills?
Your response:
8. How would you rate the applicant's potential for academic advancement?
Your response:
9. Are there any other comments you would like to make regarding this applicant?
Your response:

To expedite this process, you can simply embed your responses to the questions within a return email. No formal letter is
required. We would be pleased to speak with you directly as well if you prefer.

Please keep this communication confidential, and we thank you in advance for your time and your contribution to this
process.

All the best.

Name: Your name

Title: Your Title

Department: Your Department

Contact Information: Your Contact Information






Faculty Interview Form

QATAR UNIVERSITY

Name of Candidate:
Nationality:
Date of Interview:

Position Applied for:
This is: 1st Interview []

Interview Committee

Chair of Selection Committee:
Selection Committee Member:
Selection Committee Member:
Selection Committee Member:
Selection Committee Member:

Selection Committee Member:
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Faculty Interview Form

2nd Interview []

Title:
Title:
Title:
Title:
Title:

Title:

3rd Interview  []

Instructions: Carefully evaluate candidate's interview performance. Check rating box to indicate the candidate’s
performance. Indicate N/A in the point's box if the rating category is not applicable. Assign points for each rating using the
scale provided and write this number in the point's box. Points will be totaled and averaged for an overall interview

performance score.

O - Outstanding - Candidate is
exceptional. Is recognized as being far
superior to others.

| - Improvement Needed - Candidate is

deficient or below the standards required of

the job.

V - Very Good - Candidate
clearly exceeds position
requirements.

U - Unsatisfactory - Candidate is
generally unacceptable.

G - Good - Candidate is competent and
dependable. Meets standards of the job.

N /A - Not Applicable.

General Factors Rating Scale Supporting Details or Comments | Points
1. Academic Record: 0) D 100-90
The extent to which the candidate possesses
a strong academic record and ordinarily D 89-80
should have earned the accepted highest G D 79-70
degree in his/her field.

I O 69-60

u [ Below 60
2.Teaching Experience: e) I:I 100-90
The extent to which the candidate’s
background \4 D 89-80
demonstrates well-trained, G D 79-70
knowledgeable, and skillful teaching
experience. | |:| 69-60

u [ Below 60

The Office of the Vice President and Chief Academic Officer — Qatar University
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3. Innovative Teaching Experience: 0) |:| 100-90
The extent to which the candidate possesses
innovative teaching and other teaching-related \4 D 89-80
activities. G D 79-70
Developed teaching methods and assisting,
advising, and counseling students in D 69-60
academic matters. U D Below 60
4. Scholarship: e) D 100-90
The extent to which the candidate possesses
a mastery of the fundamentals of a discipline \4 D 89-80
involving a thorough familiarity with its various | D 79-70
areas, problems, and continuing
investigations. | D 69-60

u [ Below 60
5.Professional Development: 0) |:| 100-90
The extent to which the candidate has stayed
abreast of the relevant literature and includes |V D 89-80
the ability and insight to organize, synthesize, | D 79-70
and evaluate effectively the work of others.

I [ 69-60

u [ Below 60
6. Expertise in Subject-Matter: e) D 100-90
The extent to which the candidate provides
clear evidence of research promise as defined \4 D 89-80
by demonstrated ability to perform, complete | D 79-70
and publish major bodies of work that is
relevant to the specific area of his/her | |:| 69-60
specialization. U D Below 60
7. Service to Scholarly Organizations: 0) D 100-90
The extent to which the candidate provides
clear evidence of service to professional and \ |:| 89-80
scholarly organizations such as leadership in g D 79-70
professional and learned societies.

I |:| 69-60

u [ Below 60
8. Communication Skills: e) D 100-90
The extent to which the candidate can
communicate effectively in English both orally \ |:| 89-80
and in writing. G D 79-70

O 69-60

u [ Below 60
9. Recommendation Letters: 0) D 100-90
The extent to which the candidate possesses
uniformly outstanding recommendation letters \4 D 89-80
that establish the candidate as one of the very | g D 79-70
top candidates.

I 69-60

u [J Below 60
10. Overall Impression: e) D 100-90
The extent to which the candidate’s overall
appearance, manner and responsiveness are \ |:| 89-80
consistent with the requirements of the G D 79-70
position.

IO 69-60

u Below 60
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OVERALL INTERVIEW PERFORMANCE SCORE

Calculate candidate’s overall interview performance score by adding the ratings for each interview category rate and
dividing this sum by the number of categories rated. Check the appropriate score range below.

Total Points + Number of Categories Rated = Overall Rating

O outstanding 90-100%

[0 Very Good 80-89%

] Good 70-79%

O Needs Improvement 60-69%

[l Unsatisfactory Below 60%

Additional Comments:

This candidate is:
[J A strong candidate
[J A possible candidate
[] A possible candidate for another position (explain below)

[] Of no further interest

[J Other

Alternate position(s) for which candidate seems better qualified:

The Office of the Vice President and Chief Academic Officer — Qatar University
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Guide to Professional Organizations

This is by no means an exhaustive list of professional organization and does not cover all disciplines
currently taught at QU. It is meant to as an example that Departments/Programs may generate to used
as a recruiting tool. Departments/Programs are advised to look at relevant websites and to take the
responsibility of updating/adding to their list of professional societies.

Biology

American Academy of Forensic Science

http://www.aafs.org/

American Association of Anatomists

http://www.anatomy.org/

American Association of Clinical Endocrinologists

http://www.aace.com/

American Association of Immunologists

http://12.17.12.70/aai/default.asp

American Association of Physical Anthropologists

http://physanth.org/

American Association of Zoo Keepers, Inc.

http://www.aazk.org/

American Board of Forensic Entomology

http://web.missouri.edu/~agwww/entomology/in
dex.html

American Fisheries Society

http://www fisheries.org/

American Institute of Biological Sciences

http://www.aibs.org/

American Peptide Society

http://www.ampepsoc.org/

American Society for Bioethics and Humanities

http://www.asbh.org/

American Society for Bone and Mineral Research

http://www.asbmr.org/

American Society for Cell Biology

http://www.ascb.org/

American Society for Clinical Investigation

http://www.asci-jci.org/

American Society for Clinical Laboratory Science http://ascls.org/
American Society for Horticultural Science http://www.ashs.org/

American Society for Investigative Pathology

http://www.asip.org/

American Society for Microbiology

http://www.asmusa.org/

American Society for Photobiology

http://www.pol-us.net/

American Society for Virology

http://www.mcw.edu/asv/

American Society of Agronomy

http://www.agronomy.org/

American Society of Animal Science

http://www.asas.org/

American Society of Clinical Pathologists

http://www.ascp.org/

American Society of Limnology and Oceanography

http://aslo.org/

American Society of Plant Biologists

http://www.aspb.org/

American Society of Plant Taxonomists

http://www.sysbot.org/

American Society of Primatologists

http://www.asp.org/

American Zoo and Aquarium Association

http://www.aza.org/

Animal Behavior Society

http://animalbehaviorsociety.org/

Association for Biology Laboratory Education

http://www.zoo.toronto.edu/able/

Association of Biomolecular Resource Facilities

http://www.abrf.org/

Association of Medical lllustrators

http://medical-illustrators.org/

Australian Society for Biophysics

http://www.biophysics.org.au/

Botanical Society of America

http://www.botany.org/

Canadian Botanical Association

http://www.cba-abc.ca/

Canadian Federation of Biological Societies

http://www.cfbs.org/

Canadian Society of Biochemistry and Molecular and Cell Biology

http://www.csbmcb.ca/

Ecological Society of America

http://www.esa.org/

European Society for Evolutionary Biology

http://www.eseb.org/

Federation of American Societies for Experimental Biology

http://www.faseb.org/default.htm

Marine Conservation Biology Institute

http://www.mcbi.org/

National Association of Biology Teachers

http://www.nabt.org/

Society for Biomaterials

http://www.biomaterials.org/

Society for Conservation Biology

http://conbio.net/scb/
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||||\|| The Office of the Vice President and Chief Academic Officer — Qatar University



http://www.aafs.org/

http://www.anatomy.org/

http://www.aace.com/

http://12.17.12.70/aai/default.asp

http://physanth.org/

http://www.aazk.org/

http://web.missouri.edu/~agwww/entomology/index.html

http://web.missouri.edu/~agwww/entomology/index.html

http://www.fisheries.org/

http://www.aibs.org/

http://www.ampepsoc.org/

http://www.asbh.org/

http://www.asbmr.org/

http://www.ascb.org/

http://www.asci-jci.org/

http://ascls.org/

http://www.ashs.org/

http://www.asip.org/

http://www.asmusa.org/

http://www.pol-us.net/

http://www.mcw.edu/asv/

http://www.agronomy.org/

http://www.asas.org/

http://www.ascp.org/

http://aslo.org/

http://www.aspb.org/

http://www.sysbot.org/

http://www.asp.org/

http://www.aza.org/

http://animalbehaviorsociety.org/

http://www.zoo.toronto.edu/able/

http://www.abrf.org/

http://medical-illustrators.org/

http://www.biophysics.org.au/

http://www.botany.org/

http://www.cba-abc.ca/

http://www.cfbs.org/

http://www.csbmcb.ca/

http://www.esa.org/

http://www.eseb.org/

http://www.faseb.org/default.htm

http://www.mcbi.org/

http://www.nabt.org/

http://www.biomaterials.org/

http://conbio.net/scb/



Guide to Professional Organizations

Page 2 of 8

Society for Developmental Biology

http://sdb.bio.purdue.edu/

Society for Ecological Restoration

http://ser.org/

Society for Economic Botany

http://www.econbot.org/

Society for Experimental Biology

http://www.demon.co.uk/SEB/

Society for General Microbiology

http://www.sgm.ac.uk/

Society for Industrial Microbiology

http://www.simhqg.org/

Society for Integrative and Comparative Biology

http://www.sicb.org/

Society for Molecular Biology and Evolution

http://www.smbe.org/

Society for the Study of Evolution

http://Isvl.la.asu.edu/evolution/

Society of Invertebrate Pathology

http://www.sipweb.org/

Society of Nematologists

http://www.nematologists.org/

Society of Systematic Biologists

http://systbiol.org/

Tropical Biology Association

http://www.tropical-biology.org/

Biomedical
Australian Biotechnology Association

http://www.aba.asn.au/

Bioinformatics organization

http://bioinformatics.org/

Biomedical Engineering Association

http://www.ihca.net/beai/

Biomedical Engineering Society

http://www.bmes.org/

Biophysical Society

http://www.biophysics.org/

Biotechnology Industry Organization

http://www.bio.org/

International Biomedical Optics Society

http://spie.org/x1720.xml

Chemistry

American Chemical Society

http://portal.acs.org/

American Society for Biochemistry and Molecular Biology

http://www.asbmb.org/

Communication
American Communication Association

http://www.americancomm.org/

Asian Institute for Development Communication

http://www.aidcom/jdc0605.htm

Association for Business Communication

http://www.businesscommunication.org/

Association for Progressive Communications

http://www.apc.org/

Association for Women in Communications

http://www.womcom.org/

Canadian Communication Association

http://www.acc-cca.ca/

Center for Global Communications

http://www.glocom.ac.jp/e/

Central States Communication Association

http://www.csca-net.org/

Centre for the Study of Communication and Culture

http://cscec.scu.edu/

Chinese Communication Association

http://www.ccal.org/

Communication Institute for Online Scholarship

http://www.cios.org/

Council of Medical Specialty Societies

http://www.cmss.org/

Eastern Communication Association

http://www.ecasite.org/

European Communication Research and Education Association

http://www.ecrea.edu

Federal Communications Commission

http://www.fcc.gov/

Institute of Communications Studies, University of Leeds

http://www.leeds.ac.uk/ics

International Association for Business Communicators

http://www.iabc.com/

International Association for Mass Communication Research

http://www.iamcr.net/

International Association for Media and Communication Research

http://www.humfak.auc.dk/iamcr/

International Communication Association

http://www.icahdg.org/

International Institute of Communications

http://www.iicom.org/index.htm

International Speech Communication Association

http://www.isca-speech.org/

International Telecommunications Society

http://www.itsworld.org/

National Communication Association

http://www.natcom.org

Religious Communication Association

http://www.americanrhetoric.com/rca/index.html

Society for Technical Communication

http://www.stc.org/

Southern States Communication Association

http://ssca.net/

The Australian and New Zealand Communication Association

http://www.anzca.net/
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http://www.westcomm.org/

World Communication Association

http://facstaff.uww.edu/wca/

Computer Science
Association for Computing Machinery

http://www.acm.org/

Association of Computer Graphics

http://www.iacgr.com/

Association of Internet Researchers

http://aoir.org/

IEEE Computer Society

http://www.computer.org/

Internet Society

http://www.isoc.org/

National Association of Photoshop Professionals

http://www.photoshopuser.com/

Counseling
American Counseling Association

http://www.counseling.org/

American School Counselor Association

http://www.schoolcounselor.org/

Earth Science
American Association of Petroleum Geologists

http://www.aapg.org/

American Geophysical Union

http://agu.org/

Geological Society of America

http://www.geosociety.org/

National Association of Geosciences Teachers

http://www.nagt.org/

Economy
American Economic Association

http://www.aeaweb.org/

Council for Economic Education

http://www.councilforeconed.org/

National Center for Research on Economic Education

http://www.cba.unl.edu/

Education
Achieve

http://www.achieve.org/

American Association of Colleges for Teacher Education

http://www.aacte.org/

American Association of University Women

http://www.aauw.org/

American Educational Research Association

http://www.aera.net/

American Federation of Teachers

http://www.aft.org/

Association for Supervision and Curriculum Development

http://www.ascd.org/

Association of Teacher Educators

http://www.atel.org/

Education Resource Organizations Directory

http://www.ed.gov/erod/

National Association for the Education of Young Children

http://www.naeyc.org/

National Association of State Boards of Education

www.nasbe.org

National Board for Professional Teaching Standards

www.nbpts.org

National Center on Education and the Economy

http://www.ncee.org/

National Council for Accreditation of Teacher Education

http://www.ncate.org/

National Education Association

http://www.nea.org/

National Rural Education Association

http://www.nrea.net/

The College Board

http://www.collegeboard.com/

Engineering

Institute of Electrical and Electronics Engineers

http://www.ieee.org/

American Engineering Association

WWwWWw.aea.org

American Society for Engineering Education

http://www.asee.org/

Electrical and Computer Engineering Department Heads Association

http://www.ecedha.org/

Environment
Association of Environmental Health Academic Programs

www.aehap.org
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General Science
American Association for the Advancement of Science

http://www.aaas.org/

Association for Women in Science

http://www.awis.org/

National Academy of Science (US)

http://www.nas.edu/

National Association of Science Writers

http://www.nasw.org/

National Science Foundation

http://www.nsf.gov/

National Science Teachers Association

http://www.nsta.org/

Genetics
American College of Medical Genetics

http://www.acmg.net//AM/

American Society of Human Genetics

http://www.ashg.org/

Association of Professors of Human or Medical Genetics

http://www.aphmg.org/

British Society for Human Genetics

http://www.bshg.org.uk/

European Society of Human Genetics

http://www.eshg.org/

Genetics Society of America

http://www.genetics-gsa.org/

Genetics Society of America

http://www.genetics-gsa.org/

Human Genetics Society of Australasia

http://www.hgsa.com.au/

Indian Society of Human Genetics

http://www.ishg.org/

International Federation of Human Genetics Societies

http://www.ifhgs.org/

International Genetic Epidemiology Society

http://www.geneticepi.org/

Irish Society of Human Genetics

http://www.iol.ie/~ishg/

National Coalition for Health Professional Education in Genetics

http://www.nchpeg.org/

National Society of Genetic Counselors

http://www.nsgc.org/

The Genetics Society

http://www.genetics.org.uk/

The International Behavioral and Neural Genetics Society

http://www.ibngs.org/

Geography

American Geographical Society

http://www.amergeog.org/

Association of American Geographers

http://www.aag.org/

Geographic Education National Implementation Project

http://genip.tamu.edu/

National Council for Geographic Education

http://www.ncge.org/

National Geographic Society

http://www.nationalgeographic.com/

History

American Association for History and Computing

http://www.theaahc.org/

American Association for State and Local History

http://www.histmed.org/

American Historical Association

http://www.historians.org/

American Society for Legal History

http://www.legalhistorian.org/

American Studies Association

http://www.theasa.net/

Economic History Association

http://eh.net/

History of Science Society

http://www.hssonline.org/

National Council on Public History

http://www.ncph.org/

North American Society for Sport History

http://www.nassh.org/

Oral History Association

http://alpha.dickinson.edu/oha/

Organization of American Historians

http://www.oah.org/

Society for History Education

http://www.csulb.edu/~histeach/

Society for the History of Technology

http://www.shot.jhu.edu/

Supreme Court Historical Society

http://www.supremecourthistory.org/

Urban History Association

http://uha.udayton.edu/

World History Association

http://www.thewha.org/

Information Technology

Association for Educational Communications and Technology

http://www.aect.org/

Association for the Advancement of Computing in Education

http://www.aace.org/

International Society for Technology in Education

http://www.iste.org/
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International Technology Education Association

http://www.iteaconnect.org/

Society for Applied Learning Technology

http://www.salt.org/

Society for Information Technology & Teacher Education

http://site.aace.org/

International Affairs
Association for Public Policy Analysis and Management

http://www.appam.org/home.asp

International Peace Research Association

http://soc.kuleuven.be/pol/ipra/

Journalism
American Journalism Historians Association

http://ajhaonline.org/

American Society of Journalists and Authors

http://www.asja.org/index.php

Asian American Journalists Association

http://www.aaja.org/

Association for Education in Journalism and Mass Communication

http://www.aejmc.org/

Journalism Education Association

http://www.jea.org/

National Association of Hispanic Journalists

http://www.nahj.org

Native American Journalists Association

http://naja.com/

Society of Environmental Journalists

http://www.sej.org/

Leadership

American Association of School Administrators

http://www.aasa.org/

American Society for Public Administration

http://www.aspanet.org/

European Group of Public Administration

http://www.iiasiisa.be/

National Association of Elementary School Principals

http://www.naesp.org/

National Association of Schools of Public Affairs and Administration

WwWw.Nnaspaa.org

National Association of Secondary School Principals

http://www.principals.org/

Library

American Library Association

http://www.ala.org/

American Library Association

http://www.ala.org/

Association for Library Service to Children

http://www.ala.org/ala/mgrps/divs/alsc/

Laura Bush Foundation for America's Libraries

http://www.laurabushfoundation.org/

Linguistics
American Association for Applied Linguistics

http://www.aaal.org

American Council on the Teaching of Foreign languages

http://www.actfl.org

American Society for the History of Rhetoric

http://www.ashr.org/

Association of Departments of Foreign Languages

http://www.adfl.org

Center for Applied Linguistics

http://www.cal.org

Institute of Linguists

http://www.iol.org.uk/

International Reading Association

http://www.reading.org/

Massachusetts Reading Association

http://www.massreading.org/

Modern Language Association

http://www.mla.org

National Council of Teachers of English

http://www.ncte.org/

National Writing Project

http://writingproject.or

Pacific Northwest Council for Languages

http://www.pncfl.org/

Teachers of English to Speakers of Other Languages

http://www.tesol.edu/

Management
Alliance for Nonprofit Management

http://www.allianceonline.org/

Association of Management and the International Association of
Management

http://www.aom-iaom.org/

Association on Budgeting and Financial Management

www.abfm.org

The Institute for Operations Research and the Management Sciences

http://www.informs.org/
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Mathematics
American Mathematical Society

http://www.ams.org/

Association for Women in Mathematics

http://www.awm-math.org/

Association of Mathematics Educators

http://math.nie.edu.sg/ame/

Association of Mathematics Teacher Educators

http://www.amte.net/

Canadian Applied Mathematics Society

http://www.math.sfu.ca/cams/

Mathematical Association of America

http://www.maa.org/

National Council for Teachers of Mathematics

http://www.nctm.org/

Ontario Association for Mathematics Education

http://oame.on.ca/main/

Society for Industrial and Applied Mathematics

http://www.siam.org/

Society for Mathematical Biology

http://www.smb.org/

Media

Academy of Motion Picture Arts and Sciences

http://www.oscars.org/

Association of Independent Video and Filmmakers

http://www.aivf.org/

Boston Film and Video Foundation

http://www.bfvf.org/

British Universities Film & Video Council

http://www.bufvc.ac.uk/

Broadcast Education Association

http://www.beaweb.org/index.html

European Institute for the Media

http://www.eim.de/

International Association for Media and History

http://www.iamhist.org/

International Radio and Television Society

http://itrs.org/

International Society of Optics and Photonics

http://spie.org/

Media Ecology Association

http://www.media-ecology.org/

National Association of Broadcasters

http://www.nab.org/

National Association of Television Program Executives

http://www.natpe.org/

National Cable and Telecommunications Association

http://www.ncta.com/

National Federation of Press Women

http://www.nfpw.org

Nielsen Media Research

http://www.nielsenmedia.co.uk/

Optical Society of America

http://www.osa.org/

University Film and Video Association

http://www.ufva.org/

Women in Film and Video

http://womeninfilmvideo.org/

Medical Education
Accreditation Council for Continuing Medical Education

http://www.accme.org/

Agency for Healthcare Quality and Research

http://www.ahrg.gov/

American Academy of Dermatology

http://www.derm-infonet.com/

American Academy of Family Physicians

http://www.aafp.org/

American Academy of Ophthalmology

http://www.eyenet.org/aao_index.html

American Academy of Otolaryngology-Head and Neck Surgery

http://www.entnet.org/

American Academy of Pediatrics

http://www.aap.org/

American Academy of Physical Medicine & Rehabilitation

http://www.aapmr.org/

American Association of Health Education

http://www.aahperd.org/aahe/

American Board of Medical Specialties

http://abms.org/

American College of Obstetricians & Gynecologists

http://www.acog.com/

American College of Physicians-American Society of Internal Medicine

http://www.acponline.org/

American College of Radiology

http://www.acr.org/contents.html

American College of Surgeons

http://www.facs.org/

American Dietetic Association

http://www.eatright.org/

American Hospital Association

http://www.healthonline.com/AHA.htm

American Medical Association

http://www.ama-assn.org/

American Physiological Society

http://www.the-aps.org/

American Psychiatric Association

http://www.psych.org/

American Public Health Association

www.apha.org

American Society for Healthcare Engineering

http://www.ashe.org/

American Society for Nutritional Sciences

http://www.faseb.org/asns

American Society for Pharmacology and Experimental Therapeutics

http://www.aspet.org/
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American Society for Reproductive Medicine

http://www.asrm.org/

American Society of Anesthesiologists

http://www.asahq.org/

American Society of Plastic & Reconstructive Surgeons

http://www.plasticsurgery.org/

American Speech and Hearing Association

www.asha.org

Association of American Medical Colleges

http://www.aamc.org/start.htm

Australian Medical Association

http://www.ama.com.au/

British Medical Association

http://web.bma.org.uk/homepage.nsf

Canadian Medical Association

http://www.cma.ca/

Chinese Medical Association

http://www.chinamed.com.cn/

Coalition of National Health Education Organizations

http://www.hsc.usf.edu/CFH/cnheo

Council on Academic Programs in Communication Sciences and Disorders

www.capcsd.org

European Union of Medical Specialists

http://www.uems.be/

Federation of State Medical Boards of the United States

http://www.fsmb.org

German Medical Association

http://www.bundesaerztekammer.de/

Histochemical Society

http://hcs.microscopy.com/

Hong Kong Medical Association

http://www.hkma.com.hk/

International Bone and Mineral Society

http://www.ibmsonline.org/index3.htm

International Federation of Societies for Surgery of the Hand

http://www.thehand.com/ifssh/

Internet Healthcare Coalition

http://www.ihealthcoalition.org/

Irish Medical Society

http://www.imo.ie/

Japan Medical Association

http://www.med.or.jp/english/

Malaysian Medical Association

http://www.mma.org.my/

Medical Associations of Southeast Asian Nations

http://www.masean.org/

Medical Library Association

http://www.mlanet.org/

National Association of Health Data Organizations

http://www.nahdo.org/

National Mental Health Association

www.nmha.org

Norwegian Medical Association

http://www.legeforeningen.no/

Physiological Society

http://www.physoc.org/

Physiological Society of America

http://www.psaalgae.org/

Protein Society

http://www.faseb.org/protein/

Singapore Medical Association

http://www.sma.org.sg/

Society for Medical Decision Making

http://www.smdm.org/

Society for Neuroscience

http://www.sfn.org/

Society for Public Health Education

www.sophe.org

Society for the Study of Reproduction

http://www.ssr.org/

Society of Nuclear Medicine

http://www.snm.org/

Society of Thoracic Surgeons

http://www.sts.org/

Swedish Medical Association

http://www.slf.se/

World Medical Association

http://www.wma.net/

Physics

American Association of Physics Teachers

http://www.aapt.org/

American Institute of Physics

http://www.aip.org/

American Physical Society

http://www.aps.org/

Planning
American Planning Association

www.planning.org

American Public Works Association

http://www.apwa.net/

Environmental Design Research Association

www.edra.org

International Downtown Association

https://www.ida-downtown.org/

International Economic Development Council

http://www.iedconline.org/

National Association of State Development Agencies

www.nasda.com

National Civic League

www.ncl.org

Planners Network

www.plannersnetwork.org

Smart Growth Network

www.smar'ggrowth.org
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http://www.asrm.org/

http://www.asahq.org/

http://www.plasticsurgery.org/

http://www.asha.org/

http://www.aamc.org/start.htm

http://www.ama.com.au/

http://web.bma.org.uk/homepage.nsf

http://www.cma.ca/

http://www.chinamed.com.cn/

http://www.hsc.usf.edu/CFH/cnheo

http://www.capcsd.org/

http://www.uems.be/

http://www.fsmb.org/

http://www.bundesaerztekammer.de/

http://hcs.microscopy.com/

http://www.hkma.com.hk/

http://www.ibmsonline.org/index3.htm

http://www.thehand.com/ifssh/

http://www.ihealthcoalition.org/

http://www.imo.ie/

http://www.med.or.jp/english/

http://www.mma.org.my/

http://www.masean.org/

http://www.mlanet.org/

http://www.nahdo.org/

http://www.nmha.org/

http://www.legeforeningen.no/

http://www.physoc.org/

http://www.psaalgae.org/

http://www.faseb.org/protein/

http://www.sma.org.sg/

http://www.smdm.org/

http://www.sfn.org/

http://www.sophe.org/

http://www.ssr.org/

http://www.snm.org/

http://www.sts.org/

http://www.slf.se/

http://www.wma.net/

http://www.aapt.org/

http://www.aip.org/

http://www.aps.org/

http://www.planning.org/

http://www.edra.org/

https://www.ida-downtown.org/

http://www.iedconline.org/

http://www.nasda.com/

http://www.ncl.org/

http://www.plannersnetwork.org/

http://www.smartgrowth.org/



Guide to Professional Organizations

Political Sciences
American Political Science Association
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http://www.apsanet.org/

Freedom Forum

http://www.freedomforum.org/

Psychology

American Psychological Association

http://www.apa.org/

American Psychopathological Society

http://www.apsnet.org/

Psychologists for Social Responsibility

http://www.psysr.org/

Society for Computers in Psychology

http://www.scip.ws/main.html

Public Relations

Public Relations Society of America

http://www.prsa.org/

Sociology

American Sociological Association

www.asanet.org

Council on Social Work Education

http://www.cswe.org/

National Council for the Social Studies

http://www.ncss.org/

Social Enterprise Alliance

http://www.se-alliance.org/

Social Venture Network

WWW.SVN.Org

Society for Social Work Research

http://www.sswr.org/

Society for the Psychological Study of Social Issues

http://www.spssi.org/

Training
American Society for Training and Development

http://www.astd.org/

International Society for Performance Improvement

http://www.ispi.org/
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QATAR UNIVERSITY

Position Detail

Position Authorization Form

This form is used to authorize details for any position to be filled. It should be completed by the Dean
or Director and forwarded for Budgetary Approval and to the appropriate Vice President for approval. It
is then sent to the HR Department for processing and filing.

Position Title
Position Reports to Position WH (Administrative) |
Organization Unit Name Position FTE (Academic) |

Position Salary Classification

Date Required

Is the recruitment part of the approved Departmental Organization Capability Planning? O ves O No

Will the position be filled: Olon Vacancy
[J[As a New Position

Is this an increase to staff?

Yes - Please state justifications:

Job Type (Please Specify)

|:| Part Time
|:| Full Time

No - Please indicate replacement reason:

] promoted
[ Transferred
[] Terminated
[] Retired

[] Resigned

Other Skills (Please list requirements other than established in attached job profile/description.)

Other Remarks (Please describe reasons for filling the position at the requested classification & level.)

Authorization

Dean/Director Signature Date:
Vice President Signature Date:
For HR Use Only

Job filled by:

Effective date:

Type

Recruitment Officer Signature Date:
HR Director Signature Date:








