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The Academic Job Search Process:
L ooking for Vacant Positions and Preparing
Application Materials

Introduction

Searching for and landing an academic teachingsjgbmewhat different from looking for a job
in the corporate or not-for-profit sectors. Avalpositions are posted in specialized scholarly
periodicals, application materials are usuallyatight and specific to academic disciplines, and
the screening and interview process differs froos¢houtside academe.

The Graduate College Career Services Office hasldeed online resources to aid graduate
students with the academic job search processeThaterials specifically address the quest for
permanent, tenure track teaching positions in geleand universities granting the bachelor’s
degree and higher. Individuals in search of posttatfellowships or adjunct teaching positions
may also benefit from this information, as manyhe practices and procedures are the same.
However, the information here cannot replace thgedise provided to graduate students by
their individual departments and is intended oyaaeneralized overview of the academic job
search process. Practices vary widely by discipkmel common protocols in one field of study
may be unheard of within another. Students aredutgevork closely with their departments
when applying for academic jobs.

Before You Begin Your Job Search

Prior to your job search, it is recommended that tgke some time to assess your current
progress toward degree completion, long-term cageals, and requirements for personal and
career satisfaction. Thinking about these issueésmiy helps you plan for the future, but also
will make you a stronger job candidate by allowyrog to more persuasively express your
interests and convictions in your cover letter, @wd interview. Take some time to consider:

- What kinds of positions am | considering?

« What specializations am | comfortable teaching?

- Do | prefer to teach at a specific type or sizensfitution?

« What types of positions am | reasonably qualifiec?f

- Do I have geographic preferences?

« What personal issues and lifestyle requirementsente my search?

«  When will | realistically be prepared to begin d-time position?

« If  accept a position prior to completion of thisskrtation, how will this affect my degree
completion and progress toward tenure?

Getting Organized

If you are applying for multiple positions, you Wgjuickly find that it is easy to lose track of the
status of each application. It is very importanbtganize your materials at the beginning of your
search, as it will help you be sharp and preparete event that you are unexpectedly contacted
via telephone for an interview. Maintain organiZiées of position announcements, materials
submitted, and information about respective ingats. In addition, you should probably also



maintain a centralized record or logbook of datsoeiated with each position. This can help
you prioritize applications, meet crucial deadlinesd better manage the process.

Managing Dates and Details

When keeping track of relevant deadlines and astmnyour job search, it is helpful to create an

Excel spreadsheet or purchase a notebook or jodeatated to this purpose. For each job

posted, keep track of key information such as:

+ Institution.

- Specialization sought.

« Contact information.

« Deadline for submission.

« Date materials were mailed.

« List of materials submitted.

- Date that acknowledgement letter was received.

- Date that search committee requested additionanaés.

+ List of any additional materials sent and date edhil

- Did you have a conference interview? If so, lisemiewers/contacts and date that you
mailed a thank you letter.

- Did you have a telephone interview? If so, lisemtewers/contacts and date that you mailed
a thank you letter.

« Were you invited to an on-campus interview? If@mfirmation of travel
arrangements/itinerary and date that you mailedklyau letter following on-site visit.

- Date you received offer or rejection letter.

« Deadline for your decision, if you received an offe

- Date you sent acceptance/rejection letter.



A portion of a log might look something like this:

o Thank
Institution Contact Ezellifes M aterials sent Date 'Ib\e(t:lt(e? An?;clgci)glzl CaiifEicies) el
I nformation submission submitted . interview?| letter
received sent
sent
12/11/2003|AHA-

June Williams, Chai Sent 1/9/2004.

Dept. of History 12/1/2003 |cV, 11/10/200311/17/2003teaching |Interviewed |1/12/2003

WU cover letter, letters video, with Prof.
lllinois PO Box 2900 from Prof. Long, conf. paper]James Winn
Wesleyan Bloomington, IL Prof. Chin, & Prof. journal & Prof. June
University 61702-2900 Guthrie. article. Williams

CV, cover letter,
journal article,

Dr. William Potter statement of AHA-

Chair of Search teaching 1/9/2004.

Cmte, 11/24/2003 |philosophy, syllabi|11/12/200311/20/2009 Interviewed | 1/12/2003

History Dept. from 113 & 114, with Prof.
Universtiy of |UNK letters from Prof. Potter &
Nebraska at |Kearney, NE 68849 Long, Prof. Chin, 4 Prof. Amy
Kearney (308) 865-8509 Prof. Guthrie. N/A Rodriguez

An expanded MS Excel template is available onloredbwnload and use.

In addition to your spreadsheet or notebook, kegpdicated file folder for each position to
which you apply. This folder should archive:

Position announcement.

- A copy of all application materials submitted.
« Acknowledgment letters received.
- Notes about any conversations with members ofeéaech committee.
+ Notes from interviews and relevant telephone cosatéwns.
- Additional information gathered about that insfat

« Offer or rejection letters.
- A copy of your letter of acceptance or rejection.

You may wish to maintain an electronic folder foamy of these materials (cover letter, CV,
etc.). However, you will still need to retain hampies of the materials you receive back from
the institution, so some type of filing system écessary. In addition, many students find that
retaining hard copies of their application materialthin each file helps them keep track of
details and enables them to quickly respond apaigby when they are contacted by a potential

employer.

When to Look for Jobs

Tenure Track Positions
Unlike corporate positions or even administratiesipons within academe, there is a fairly
standard calendar followed for most tenure tratkgearches. This is due to the academic
calendar followed by most American institutionseTdcademic year begins in the fall, usually in



late August, and most permanent positions will begithis time. Institutions that operate on
guarters will start about a month later, in latpt®mber. The hiring process begins much earlier,
and most vacancies are announced during the fakkster one year prior to the beginning of the
appointment. Most institutions engage in natiorarshes for tenure track positions. Job
postings often begin to appear in August and segiihg the autumn months. Search
committees may begin to review applications asyes|October or November. The internal
review process is often timed to enable conferemeeviews at major meetings of national
societies that occur during the winter months. Aggpits may be contacted prior to a national
meeting and asked to participate in a confereneseview. Telephone and on-site interviews
usually follow in the spring, although some evenwduring the fall term. Following the
interviews, institutions will generally extend affan mid spring, and the search is usually
complete by the end of the spring term.

Part-time and Visiting Positions

Often institutions are searching for a candidateeéah one or two courses on short notice. The
search time for these positions is often compressadi hiring for part-time and/or temporary
positions may take place only a few weeks (or dag#re the position is set to begin. These
positions are often never formally announced, aadéen filled quietly, without a search.
Candidates may be informally interviewed by telaphor at local or national conferences.
Often candidates may be considered for part-tiraehi@g positions because they previously
contacted the department through an unsoliciteédrlef interest, indicating their availability to
teach. Short-term, “visiting” positions of 1-3 ysarsuallyare posted, however, and these
positions may follow the same search and hiringfzes as a tenure track position.

Whereto Look for Academic Jobs

Posted advertisements

The majority of tenure track positions are annodneationally, usually through more than one
source.

Chronicle of Higher Education: chronicle.com/jobs/

The Chronicle of Higher Education is the most common resource used in the acadelmic |
search. An annual subscription is required in otdeeceive the weekly print version and/or
online access to all articles and resources. Howéve Chronicle Careers section of the
Chronicle is available online to non-subscribers. Teonicle also features a job alert service
through which you may sign up to receive weeklyatmessages when ti@hronicle has
posted jobs in the field or fields that interestiy8ign up at chronicle.com/jobs/notify.htm.

Higher Ed Jobs: www.higher edjobs.com/

Higher Ed Jobs has one of the largest job datalfasased exclusively on open positions in
higher education, and it usually has thousand®sfipgs for positions for tenure track and
adjunct faculty, staff, and administrators. It gogbsitions for four year colleges and universities
as well as community colleges.

Academic 360: www.academic360.com/
Academic 360 is much more than a job search tbd.d compilation of a vast number of
scholarly organizations, listserves, and otheriglis®-specific resources. Conveniently




organized by area of study, Academic 360 can helpigentify numerous sites where academic
jobs—and some relevant non-academic jobs—are posted

Education Week: www.edweek.or g/

Education Week is a useful tool for individualslseg jobs within various segments of
education. Education Week posts relatively few argiducation positions, instead featuring
larger numbers of primary and secondary schoolmgstHowever, it is a comprehensive tool,
providing information about a multitude of positgrand it may be particularly useful to
administrators, curriculum designers, and constdtamprimary/secondary education and not-
for-profit organizations.

Academic Position Network: apnjobs.com/index.html
APN is an additional resource for the job searchil®it does not feature as many postings as
theChronicle, it may be consulted to make your search more cengmsive.

Academic Careers Online: www.academiccar eer s.com/

Academic Careers Online includes faculty, resegrolt doc, adjunct, administrative, and senior
management positions at colleges, universitiesrasearch institutes around the world.
Applicants may also sign up for free e-mail noatfion of new job postings.

Individualized college and university sites: www.mit.edu:8001/people/cdemello/univ.html

This is a fairly comprehensive list of colleges amilversities in the United States, Canada, and
numerous other foreign countries, and it providéslato each institution’s home page. This list
may be useful if you want to explore job opportigsitat specific institutions. Many universities
will post academic positions on their own Web sites

Other resources

In addition, job candidates should pay close attartb the information networks within their
discipline. Job postings are often announced im#wesletters and journals of scholarly
organizations and made available online and eveugjn regular e-mail alerts of major
scholarly organizations. Check around. You shoidd eheck for postings at conferences.
Sometimes the first notice about an available mrsis made at a national conference, and
current faculty may be there to begin the candidateening process.

Finally, you must look to resources within your dement. Sometimes colleges and universities
will notify your department of available positiorad individual faculty members may even
learn about new positions through their personal/oek. Some departments will post these job
announcements on a public bulletin board.

Theimportance of networking

In general, networking is the most successful meafiading a job. This is especially true
outside academia where many positions are neverisikd but instead are filled without a
formal search. In the academic world, however ntlagority of tenure track faculty positions are
advertised nationally. So, while networking may betas critical for helping you identify
positions, it is still useful to help you securph. Your relationships with your adviser and
faculty members in your department may help yoydiegtion. Conference attendance is also an
opportunity to meet other scholars who will be iested in your research and writing. You
never know when someone you’'ve met at a confersmngkt end up on a search committee.



Many students raise objections to networking e$fdoelieving they should be able to stand on
the merits of their work alone. Certainly, if theadjty of your research and teaching are
substandard, you will fare poorly on the job markiegou produce high-quality work, however,
and are also well networked within your field, y@tiances of receiving a job increase.
Employers generally prefer to hire someone abowmwthey already have positive information.
If someone on a search committee can speak pdgitibeut you, it can potentially increase
your chances of receiving an interview or job affer

The Job Posting
When you find a position announcement that may fitsfer you, examine it carefully. What
information can you glean from this short announeet? Pay close attention to these issues:

Institution type

Is this college or university focused on researncteaching? Is it a graduate or undergraduate
institution? Does the ad emphasize specific elesneiteaching (i.e., writing-intensive,
educational technologies, etc.) or research?

Specialization and Rank
What type of scholar is the institution looking?ddo you reasonably fit their requirements?
Does the position title match your qualifications?

Credentials

Do you meet the minimum educational requirementshfe position? If the position requires a
PhD “in hand,” and you are still finishing your séstation, can you reasonably be done by their
deadline? Institutions are increasingly advertisorgoositions between departments (for
example, a joint appointment between anthropologl/igast Asian studies). If you are applying
for such a position, do you meet the qualificatioeguested by each department?

Deadlinesand Materials

Does the announcement indicate the date that rdwetlve search committee will begin? What
specific materials are requested for applicationlP e committee begin interviewing potential
candidates at a conference? Does the ad indicdigomal materials that may be requested later?

Two sample job postings are provided on the negeplinderlined passages indicate key
information to which the applicant should pay spkattention.



Illinois Wesleyan Univer sity

Position: Assistant Professor of History

Date posted: 9/5/2003

Colonial/Early National U.S. History. The historgmhrtment at lllinois Wesleyan University invitggpéications
for a tenure track position, pending approwdlthe level of assistant profeseaginning fall 2004Candidates
may specialize in either the colonial or early ol periods, but must be able to teach in botasanecluding a
survey course up to 1877. Ph.D. should be in lzrtde beginning of the appointment.

Illinois Wesleyan is a vital academic community2g®00 students and 180 ftiine faculty members and is ful
accredited by the North Central Association of Egdls and Universities. Further information aboet th
University can be found by visiting the Universgyveb site (http://www.iwu.edu) and our jobs welbeat:
http://www.iwu.edu/~iwujobs.

The department will be interviewing candidates BitAA Send letter of application, G\dndthree recent letters
recommendatigralong with a sample syllabu® Professor June Williams, Chair, Departmertistory, Illinois
Wesleyan University, P.O. Box 2900, Bloomington 6l1702-2900. Supportive material.g., books, articles,
and or papers and a non-returnable video cassefi¥'[0 that demonstrates your teaching effectivepessy be
requested at a later dafReview of applications will begin Decemberllinois Wesleyan University is an Equal
Opportunity Employer.

M assachusetts I nstitute of Technology
Position: Tenure Track Junior Faculty Position, Department of Chemical Engineering
Date posted: 10/27/2003

The Department of Chemical Engineering at the Masssetts Institute of Technology invites applicatio
and/or nominations for a tenure track junior fagglbsition in chemical engineering.

The ideal candidate will possess a docto(BteD., Sc.D., or equivalent) in chemical engiimegpr a closely
related field by the beginning of the appointmestigpd. The candidate should have demonstratedlercelin
original researcland a strong commitment to teachibgth at the graduate and undergraduate levels

Interested individuals should send a current culwim vitae a brief description of research plans and tearhin
interestsand at least three letters of assessmEatprofessional or academic nature. Applicationst be
received by January 1, 2004

All correspondence should be directed to:
The Faculty Search Committee, Department of Chdriiagineering, Massachusetts Institute of Techngl@g
Massachusetts A venue, 66-350, Cambridge, MA 02I3¥-.

Minority and women candidates are strongly encoenag applyhttp://web.mit.edu/cheme/

Application Materials

CoreMaterials

Most announcements request a standard set of adateom the applicant, usually comprised of

a cover letter, curriculum vitae, and three lettdfreecommendation.
Cover letter

Job announcements will often ask for a “lettermblecation,” or “cover letter.” Sometimes these

announcements don’t request anything, as in theddnple. You should send a cover letter
anyway. This is your opportunity to expand uponry@\ and make a first impression,

impressing the reader/search committee membernywoith suitability for the job. Remember that
first impressions in writing matter, too—make cartgour letter is neat and impeccably written.

A poorly written letter will almost immediately atinate you from the list of viable candidates.
Expanded information about academic cover leteeevailable on the GCCSO Web site.



Curriculum Vitae

Thecurriculumvitae, also known as a “CV” or “vita,” is a comprehensstatement of your
educational background and your teaching and relseaperience. It is the standard
representation of credentials within academe, gais to the résumé in the corporate sector.
CVs should emphasize your strongest qualificateoms should provide enough detail to stand
up under intense scrutiny during a thorough readdegailed information about the format of
the CV is available on this Web site.

L etter s of Recommendation

Most job postings request at least three lettere@mmendation. Carefully consider whom you
will ask to recommend you. You should ask your @itedion adviser as well as other faculty
members with whom you have worked closely—eithea essearcher or in classroom
instruction. All of your recommenders should knosuyand some element of your work fairly
well. When asking someone to serve as a recommgigi&se your request so that the
individual may decline if she does not feel condbte recommending you—either because they
do not know you well enough or do not feel the gyalf your work merits a strong
recommendation. You might say “I'd like for yougerve as a reference on my behalf. Do you
feel you know me and my work well enough to serva gositive reference?”

While you probably wish to ask your recommendguenson, you should also follow up with a
written letter or e-mail message confirming theufacmember’s willingness to serve as a
reference. Your letter should also indicate that wash for the recommender to discuss your
educational performance with potential employersurYexplicit consent on this matter is
important—and necessary—because some legal expevtdetters of recommendation, and the
information they provide about a students’ educetioecord, as a violation of the Family
Educational Rights and Privacy Act (FERPA). Youquest letter is basically a formal waiver of
your right to privacy.

Supply your references with a recent copy of youradd any other materials that might help
them comment positively on your work, such as dimgisample, dissertation chapter, or
statement of research goals. This will allow thempdtentially comment on your suitability for
particular positions. Keep your recommenders apgref the positions for which you are

applying.

When requesting a letter of recommendation fromlfganembers, be certain to give them
plenty of lead time and consider the time necesargnail delivery. Keep in mind that they are
very busy and may not be able to respond to arlasite request. Many students worry that they
are imposing upon the faculty members they askdoommendations. Don't let this worry you
too much. It is in the best interest of membergafr department to recommend you, as the
department’s continued esteem is dependent irupairt its ability to place its graduates in
permanent positions.

Credentials Files
Students applying for numerous positions may waséstablish a credentials file, also
sometimes known as a “dossier,” “placement file,"aectronic portfolio.” A credentials file is



a centralized collection of supporting materialsyfour job search, and it usually includes
several letters of recommendation written on yahdif. The organization supporting a
credentials file mails out copies of specific metisrat your request. Reliance upon credentials
files is standard practice in several disciplireex] a few University of Illinois departments even
support credentials files for their doctoral studeimn addition, the Educational Career Services
Office (ECSO), through the College of Educatiommurts credentials files for UIUC graduate
students from all disciplines, provided they areksgg employment in higher education. Some
humanities disciplines are now using an independelirie resource called Interfolio. Both
ECSO and Interfolio charge an annual membershipdegell as a delivery fee per item.

Establishing a credentials file will simplify thetter-writing process for your recommenders—
they only need to write one letter which then maydistributed numerous times. It also can be
of benefit to you if you are concerned about tHabdity of a reference—it can allow you to
regain some control over when letters are mailedvéVer, a personalized letter will almost
always seem more powerful than a standard forrarlatldressed “to whom it may concern.” If
the volume of your applications necessitates aerréals file, consider requesting specialized
recommendations for a few choice positions.

Less Common Materials

Academic Transcripts

Some faculty searches require academic transcnust commonly in performing arts
disciplines. Official transcripts are mailed dilgdtom the registrar’s office and may take
several days to process. You may be expected toisoHicial transcripts from your
undergraduate and master’s degree institutionselisMost universities require a hard copy of a
signed letter in order to process a transcriptesgjtand processing may require several days.
Make transcript requests at the earliest possilolmemt. University of Illinois transcripts may be
requested from the Office of Admissions and Rec(@BR) at the following Web site:
www.oar.uiuc.edu/current/transcripts/index.htmi

Dissertation Abstract

Some search committees will request a brief desonif your dissertation. Standards vary
somewhat by discipline, but in general, a dissientiadbstract is usually a brief 1-2 page essay.
You may wish to begin your abstract by placingitihim the context of existing literature and
research. It must be clear, easy to understandstaould adequately convey the scope and
meaning of your work. The abstract should convegropriate authorial voice, helping you
establish your role as expert as well as commumiitett your research is important and
interesting. The dissertation abstract is not engygnificant document for the job search, it is
also an important part of your pre-interview pregian, forcing you to describe and discuss
your research in a brief, succinct way. As you prephis document, work with your adviser and
possibly others in your department in order to oleséisciplinary customs.

Statement of Teaching Philosophy

A statement of teaching philosophy is often receabstith the initial applicant package,
although sometimes it is solicited later. This doeunt is a brief 1-2 page essay that captures
your commitment to education and describes youraguh to teaching. It may include
comments on the goals you have for your studemesyways in which you facilitate learning, and
your perspective on the role of the professor élé&arning process. It is fine to make general



statements, but be certain to support them witbiBp@xamples, preferably of things you've
already done. In addition to comments about yoilopbphy, commitment, and style, you
should also indicate the courses you are qualibedach as well as courses you might like to
design in the future. Like all application matesighe statement of teaching philosophy also
serves as a sample of your writing, so it must bdem well. Education specialists at the Center
for Teaching Excellence (CTE) are available to hglp develop your statement of teaching
philosophy.

Statement of Research Interests

Many search committees request some sort of stateshéresearch plans,” “research interests,”
or just “research.” Like the statement of teactphgosophy, your statement of research interests
should be a 1-2 page essay written in the firstgerThe scope of this statement varies by
discipline, so be certain to talk with faculty withyour department. In general, however, you

will probably wish to describe your dissertatiosearch, as well as any plans you might have for
this research post-deposit (i.e., revise into &ppablish as multiple journal articles, etc.).
Additionally, it is advantageous in most discipbrte discuss future research plans beyond the
specifics of the dissertation. Indicate any fresdaa in which you would like to take your
research, and attempt to convey what is interesiimbimportant about this work. Place this

work in brief context and, if considerable resosraee necessary for your research, indicate
specific facilities, equipment needs, and possiblgrces of funding.

Teaching Portfolio

A teaching portfolio is a collection of additiomakterials about teaching that may be requested
after an initial review of the applicant pool. Argfolio is not simply an inventory of all artifacts
collected during the course of teaching, but & thoughtfully prepared compilation of facts and
materials that illustrate your teaching accomplishta. It is commonly requested in some
disciplines and rare in others. Typical items withiteaching portfolio include:

« Alist of courses taught (including course titlesla brief description).

« A copy of your statement of teaching philosophy.

- Aninventory of any teaching awards or certificatasned.

« Sample syllabi for each course taught.

- Sample course materials for one or two courses ight include course assignments,
handouts, reading lists, and exams.

- An evaluation of your teaching by a faculty member.

« Sample student evaluations.

- List of sample courses you are prepared to devéhafude brief descriptions, which
might include a proposed course title, a paragmagivo on the content of the course,
proposed readings, and a brief statement on hatestyprogress would be evaluated.
Note the target audience of the course.

You may wish to organize the portfolio with a tabfecontents and place it in a three-ring
binder. Education specialists are available on aemp help you with your teaching portfolio.
For more information, see the Center for Teachirgelience.

Additional details about developing a teaching folid are also available online at:
« http://ftad.osu.edu/selected links/teaching paudfol
« www.utexas.edu/academic/cte/teachfolio.html




Writing Sample or Dissertation Chapter

After the initial screening of candidates, somadeaommittees will request a writing sample—
usually a journal article or a dissertation chapsend a document that represents the quality and
content of your work. Be prepared to discuss thoskvduring an interview or on-campus visit.

Videotape of Teaching

Sometimes institutions will request a short sangplgour classroom teaching, either on
videocassette or DVD. Such teaching samples wilalg be requested after the applicant pool
has been reduced to a more manageable numbeh&ndre most commonly requested by
smaller institutions that emphasize quality claseronstruction. Search committees do not
usually wish to view an entire 50-minute lectuned @ shorter, 20-minute presentation is more
commonly requested. You may be asked to provigaehing sample on short notice. Education
specialists at the Center for Teaching Excellenoekwvith graduate students to enhance their
classroom teaching skills, and you may wish tocgaineir advice before preparing your video.
Call (217) 333-3370 to make an appointment.



