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July/August 
1. SVPAA asks deans for requested searches for upcoming academic year. 

2. Deans provide requests for new and replacement positions by late August. 

 September 
1. SVPAA confers with the provost and sends authorizations to deans and institute directors. 

2. Deans and unit heads comprise search committees. 

3. Interdisciplinary searches authorized across colleges, or across units within a single college, will 
be conducted by deans and/or unit heads in collaboration. Search committees for interdisciplinary 
positions must include at least one member from each of the involved units. 

4. The search committee is charged by the dean(s) and the unit head(s). The dean is responsible for 
informing the search committee of the fundamental parameters—rank, field, responsibilities—of 
the approved position and of the committee’s responsibilities under the University’s Policy on 
Posting Positions, Policy on Nondiscrimination and Equal Opportunity, and affirmative action 
requirements. 

5. The dean and the unit head jointly discuss with the search committee the expected timetable of 
the search, the unit and college resources available to support the search, active recruitment plans 
for the search, and other procedural requirements and resources for conducting effective searches. 

6. Faculty positions are posted electronically through Northeastern’s Workday system. The job 
requisition in Workday includes the job description, the budgetary information about the position, 
campus location, the names of the search committee chair and members, and salary range. 

October 
1. After job requisitions move through a series of approvals in Workday, with final approval by 

SVPAA, HR automatically dispatches all postings to a number of advertisers. Several other sites 
scrape all our jobs from our career site (e.g., LinkedIn, Indeed, and Glassdoor). 

November – January 
1. Candidates submit materials and provide confidential demographic information online. 

2. Referees submit recommendation letters online to the Workday platform. 

3. Search committees review materials and share evaluations online; committee chairs manage the 
pool and change the status of individual candidates online; associate deans for faculty affairs 
(ADFAs) have an electronic record of the search committee’s actions. HR Key Contacts in the 
colleges can assist search committees in using the full capacity of Workday. SVPAA meets 
weekly or biweekly with ADFAs for search updates. 

4. Search committees must follow college procedures in obtaining approval from the dean’s office 
to interview candidates, whether virtually or in-person on-campus visits.  

5. At the stage of inviting candidates to interview on campus, the dean’s office will review the unit’s 
recommended finalists in the Workday system; the ADFA’s approval is then automatically 
forwarded by Workday to the vice provost for faculty affairs (VPFA) for final sign-off on the 
campus interviewees.  

6. Search committees should review the Guidance on Conducting Interviews for Faculty Searches. 

7. Deans consult with the SVPAA about the present tenure status and viability of tenure for finalists 
who may be proposed for tenure-on-entry (TOE) consideration. Potential TOE candidates meet 
with SVPAA or VPFA. 

  

https://policies.northeastern.edu/policy407/
https://policies.northeastern.edu/policy407/
https://policies.northeastern.edu/policy107/
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February – April 
1. Deans’ offices arrange appointments for TOE candidates by forwarding the candidate’s 

curriculum vitae with a Provost Cover Sheet to the Special Assistant to the SVPAA and VPFA. 

2. When the finalist has been identified, the terms of the offer are developed in consultation between 
the unit head and the dean and the SVPAA. Search committees should not negotiate any elements 
of an offer with candidates. Elements of the offer are sent to the SVPAA before any written or 
verbal offer is provided to the candidate. Space and equipment considerations are discussed with 
the candidate and vetted with the SVPAA and relevant others (space, renovation estimates, 
equipment, computing needs). This includes all startup requests and financial commitments. Only 
when approvals are given is the offer letter generated. 

3. The finalist’s credentials are verified, and the proposed hiring financial commitments and the 
draft offer letter are reviewed by the dean and the SVPAA before the finalized information is 
entered into Workday and the offer letter is extended to the candidate.  

4. Recommendations to hire candidates with tenure-on-entry should follow the “Guidelines for 
Tenure-on-Entry Faculty Hires.” 

5. Following approval of the offer terms by the SVPAA, the candidate receives the letter via 
Workday. HR confirms the candidate’s credentials and completes the reference check and 
background check. 

6. The terms in the offer letter should not be revised. Under unusual circumstances (e.g., change in 
start date due to family emergency) the dean should consult with the SVPAA. 

7. The search is complete when the candidate returns the signed offer of employment. The dean’s 
office notifies the SVPAA promptly of the candidate’s acceptance.  

8. Unsuccessful candidates should be notified by the search committee chair or unit head that the 
search has been concluded and thanked for their interest.  

9. The dossier for faculty candidates entering with the expectation of tenure is developed according 
to the guidelines in the Model Tenure Dossier.   

https://provost.northeastern.edu/wp-content/uploads/2024/10/Cover-Sheet_Faculty-Candidate_updated-10.9.2024.pdf
https://provost.northeastern.edu/wp-content/uploads/2025/02/Guidelines-for-Tenure-on-Entry-Faculty-Hires-2025-2-26.pdf
https://provost.northeastern.edu/wp-content/uploads/2025/02/Guidelines-for-Tenure-on-Entry-Faculty-Hires-2025-2-26.pdf
https://provost.northeastern.edu/app/uploads/7-1-2023_Model-TP-Dossier.pdf

