Screening Criteria Form

ADMINISTRATIVE SEARCH
Applicant’s Name _________________________       Reviewer’s Name/Date __________________________

	Prescreening Required Criteria

	Letter of Interest
	_____ Yes
	_____ No

	Resume/vitae
	_____ Yes
	_____ No

	3 Names, addresses, phone numbers and emails of current references
	_____ Yes
	_____ No

	Undergraduate & Graduate Transcripts (copies acceptable)
	_____ Yes
	_____ No

	Minimum of 3 years experience of management administrative experience
	_____ Yes
	_____ No

	Meets prescreening requirements for this position?

If any are marked “No”, the file is incomplete and will not be given further consideration
	_____ Yes
	_____ No


	Screening Evaluation Criteria

	Minimum Degree qualification
	_____Yes 

_____No


	

	Other equivalent advanced degree
If yes, state degree________________
	_____Yes
_____No


	

	
	
	

	Experience criteria:
	Choose one:
	Comments

	Management administration experience (preference in academic setting)
	Extensive

Minimal

Insufficient
	

	Strong communication skills
	Extensive

Minimal

Insufficient
	

	Strong professional representative
	Extensive

Minimal

Insufficient
	

	Strong organizational skills
	Extensive

Minimal

Insufficient
	

	Experience working with persons from a culturally diverse background?
	Extensive

Minimal

Insufficient
	


Comments
Strengths:
Weaknesses:
Receive further consideration? 















Yes      No     Maybe 
(No includes incomplete files and those lacking minimum requirements)














