Strategic Hiring Committee (SHC) Position Request

Beginning November 1, 2026, position approvals will now follow the Strategic Hiring
Committee process.

All new and replacement position requests, whether budgeted or unbudgeted, will require
supporting data, appropriate VP approval and a university-level review before the
recruitment can begin.

The process will also accommodate unique or emergency situations where time is a major
factor. Cabinet members will work with their respective divisions to make sure requests are
reviewed and resolved quickly.

You can access information about the process and the form by going to
https://www.marshall.edu/human-resources/strategic-hiring-committee/ or the HR Forms

page.

Form Instructions

Section 1 - Routing

The first section is the required approvals. It will function like the PAR process. For this
form, the only required approval(s) is the VP level.

Vice President or Sr. Vice President Roles:

e Certain Departments will require both a Vice President and a Senior Vice President
to approve this form. Other Departments only require a Sr. Vice President's
approval.

e Departments that require both a Vice President and Sr. Vice President approval
include:

Aviation

Economic & Workforce Development

Enrollment Management

Governmental Relations

Institutional Research

Student Affairs

o O O O O

For employees in the departments listed above, departments should select the appropriate
Vice President from the Vice President drop-down list. The form will automatically route to
the appropriate Sr. Vice President based on the selection of the Vice President.


https://www.marshall.edu/human-resources/strategic-hiring-committee/
https://www.marshall.edu/human-resources/forms-2/

Required Approval

The Vice President and Sr. Vice President approvals are required for this form. Please select your Vice President.

Please select a Vice President:

Vice President (sss note below):
'1 Not Applicable - (Please select a Sr. VP in the next drop-down) + \
I/ - Choose —
Not Applicable - (Please select a Sr. VP in the next drop-down)
Aviation VP and proxies

plicable and select your VP on the next option.
i7airs, Institutional Research, Enroliment Management, Aviation, Economic and Workforce

4§ Economic and Workforce Development VP and proxies

Enrollment Management VP and proxies

Governmental Relations VP and proxies
Institutional Research VP and proxies Optional Approval
Student Affairs VP and proxies

*All other Departments should select “Not Applicable” in the Vice President drop-down
list.

Once “Not Applicable” has been selected, select the appropriate Sr. Vice President from
the Sr. Vice President/Provost drop-down list.

Required Approval

The Vice President and Sr. Vice President approvals are required for this form. Please select your Vice President.

Please select a Vice President:

Vice President (sss note balow):
‘] Not Applicable - (Please select a Sr. VP in the next drop-down) + \

If this does not apply to your division, please choose Not Applicable and select your VP on the next option.
This approval selection is for those areas with mulfiple VPs (Student Affairs, institutional Research, Enroliment Management, Aviation, Economic and Workforce
Development, Government Relations).

Sr. Vice President/Provost:

— Choose —

Athletics VP and proxies
Chief of Staff VP and Proxies

The Communications VP and proxies

Optional Approval

pbvals for this form. If these levels are not needed, you may skip this section and proceed to the next page.
ast name of the person that will participate in that role, then select the correct participant from the drop-down list.

Development VP and proxies

jr | Finance VP & proxies /Manager or Chair, you can skip selection of your own role. The signature you provide as the initiator of this form will satisfy the

sid Human Resources VP and proxies

IT VP and proxies i .
Legal and Govt VP and proxies Search First Name Search Last Name Select Participant
[| Operations VP and proxies
Provost VP and proxies

i SOM VP and proxies

Next are the Optional Approvals.

For each OPTIONAL role, please enter the First and Last Name of the person who will
participate in that role, then select the current participant from the drop-down list that will
populate after you enter the name. The First and Last Name fields are not case-sensitive.

Click Next to continue to the next page.



Optional Approval

The roles listed below are optional approvals for this form. If these levels are not needed, you may skip this section and proceed to the next page.

You will need to search the first and last name of the person that will participate in that role, then select the correct participant from the drop-down list.

It you are authorized fo sign as the Supervisor/Manager or Chair, you can skip selection of your own role. The signature you provide as the initiator of this form will satisfy the
signature requirement for your role.

Role / Participant Search First Name Search Last Name Select Participant
Chair ”

] [ | (- Choose - ~

[] Supervisor / Manager

Role / Participant Search First Name Search Last Name Select Participant
[CJ Business Mgr.

[J Dean / Director

Save Progress ‘ | Next

Section 2 - Requesting Department

Requesting Department

Division/College:
| |

Department:

In this section, you will enter the Division or College if you are in an academic area. If not,
you will just enter your department name.

Section 3 - Position Information

Position Information

Position Type:

" Classified v|

Position Request: Position Status:

‘| Replacement v| “Full-Time ~|
Position Start Date: Campus Work Location:

[10r28/2026 “ Marshall University South Charleston ~|
Does this position have an office assigned?: Physical Work Location:
‘No ] [TEST |
Supervisor MUID: Supervisor Name

This portion of the form is where you will select the specific information about your position
and determine how the form will function.

e Position Type
o Faculty



o Classified
o Non-Classified

If your position type is Faculty, you will have an additional box to answer for Type of Faculty.

e Type of Faculty
o Academic Affairs
o Athletics
o School of Medicine

Next will be the Position Request.

e Position Request
o New Position (Brand new humber that has not been established)
o Replacement (You are simply refilling a current position)
o Reactivation/Archived Position (A position that has not been used in some
time)

You will then determine the status of your position.

e Position Status
o Full-Time
o Part-Time

Next you will select the Start Date of your position. This may be subject to change. Next
you will select the Campus Work Location.

e Campus Work Locations

Huntington Tri-State Airport

Marshall University

Marshall University Foundation
Marshall University South Charleston
Marshall University School of Medicine
Marshall University School of Pharmacy
Mid-Ohio Valley Center

Off-Campus

Online

c O 0O 0O o o 0o o0 ©

Yeager International Airport

Based on the answer to the Campus Work Location, you will have additional questions to
answer. “Does this position have an office assighed?” And “Physical Work Location”
Physical work location could be Smith Hall or Old Main 310.



You will now enter the MUID of the supervisor for this position. Once you enter the MUID,
the name will default in.

Based on the answer you gave for the “Position Request” question, will determine which
position box will open. The information displayed will also determine if you have a faculty or
staff position.

New Position

For new position, the information will not default due to not having an established position
number in Banner. You will need to enter all the information in this section. If you do not
know the information, you can simply enter TBA.

For the funding information, you will need to enter the Fund/Org/Percentage info. This does
not default.

e Faculty

New Position Information

Position Number: Position Title:

Faculty Rank Faculty Salary: Appointment Term/Months:

Funding Information:

Fund 1: Org 1: Percentage 1

Percentage must add up to 100%

e Staff
New Position Information
Position Number: Position Title:
Pasition Paygrade: Position Pay Range:

|to |

Funding Information:

Fund 1: Org 1: Percentage 1:

Percentage must add up to 100%

Reactivation/Archived Position

If you selected “Reactivation/Archived Position “most of the information will default based
on the position number you enter.

e Faculty



For faculty, you will enter position humber, rank, appointment/Term, If you are requesting a
title change

Reactivation Position Information

Position Number: Position Title:
’1 Assistant Professor

Faculty Salary Faculty Rank Appointment Term/Months:

Are you requesting a title change?
[ Choose -- v]

Funding Information:
Fund 1: Org 1: Percentage 1

Does funding need to be changed?
|~ Choose -- v]

|
e Staff

Reactivation Position Information

Position Number: Position Title:

Position Paygrade: Position Pay Range:
[00 [1 [to [125,000

Are you requesting a itle change?
|~ Choose — v

Funding Information:
Fund 1: Org 1 Percentage 1:

Does funding need to be changed?
" Choose - v

For the funding information will default based on the position number. If your funding needs
to be changed, you can select Yes to the Change Funding question. One thing to
remember when changing the funding, the percentage must equal 100%

Replacement Position

If you selected “Replacement Position” most of the information will default based on the

position number you enter.

e Faculty

For faculty, you will enter position number, rank, appointment/Term, If you are requesting a

title change



Replacement Position Information

Position Number. Position Title:

Faculty Rank Faculty Salary Appointment Term/Months:

Are you requesting a title change?
|~ Choose - v

Funding_ Information:

Fund 1: Org 1 Percentage 1

Does funding need to be changed?
|~ Choose —- v

o Staff

Replacement Position Information

Position Number: Position Title:

Position Paygrade: Position Pay Range:

Are you requesting a title change?
- Choose —- v

Funding Information:

Fund 1: Org 1: Percentage 1

Does funding need to be changed?
- Choose —- v

For the funding information, you will need to answer the Budget Status, Funding
Sustainability. The other information will default. If your funding needs to be changed, you
can select Yes to the Change Funding question. One thing to remember when changing
the funding, the percentage must equal 100%

Section 4 - Strategic Position Review

In this section, departments will answer the seven questions to justify the needs for the
position. Faculty positions in Academic Affairs will not have these questions as an option;
instead, you will upload the Herd Faculty Hiring Request Form in the Required
Attachement Section.



]
Strategic Position Review

1.) Institutional Need

Describe the primary purpose of the position and the academic, operational, safety, compliance, service, infrastructure, student-success, or other
nshluhonal need it add

2.) Strategic Alignment

Explain how the position supports a University, college/division, program, or operational strategic priority.

3.) Demand & Capacity

What evidence demonstrates the need for this position? Provide the measures most appropriate to the position, which may include enroliment,
workload, service demand, course or program demand, staffing levels, capacity, utilization, response times, student cutcomes, external
benchmarks, accreditafion requirements. or ofher relevant r

4.) Financial Sustainability / IBM

Explain how the position will be funded on a recurring basis and how it fits within the unit budget and applicable incentive-based budget model. For
new or unbud osifions, identify the permanent funding straf

5.) Organizational Design & Alternatives

ibe alt: tives consi before req ing the posifion, including redistribution of duties, restructuring, shared semvices,
Iled'lnologyfprooﬁs improvements, or other staffing approaches. For replacements, note wt'leifﬂ' duties, reporting relationships, classification, or
skill requirgments have changead.

6.) Return on Position Investment

Descnbe me_ P::q:eg:teq_ insi'rluliol_'l_al reium._T_h may inFIude e_!'l'c_nll:neljﬂre_-.lenue, stud_aﬂ SuCCess, inslr_uqiongl or s._enﬁ_cg c_;paciiy, efficiency, cost
Section 5 - Required Attachments

All positions will be required to upload a Current Org Chart and Job Description. Faculty
positions in Academic Affairs will have an additional requirement of the Herd Faculty
Hiring Request Form.

Required Attachments

Current Org Chart showing the requested position. 7 % Attach File
Job Description if position is new, reactivated, or materially redesigned. ¥ % Attach File
Upload Herd Faculty Hiring Request Form " & Attach File




Section 6 - Signatures

You will now sign off and submit the form as the initiator. Depending on the approvals you
selected, you will see additional sighature boxes. The boxes that will not change will be
signatures from the following areas:

e VP
e Human Resources
e Budget

e |[nstitutional Research
e Strategic Hiring Committee

Once the form has gone through the entire approval/review process, you will receive
notification whether your position has been approved/disapproved.

e [fyour position has been approved, you will then continue to the PeopleAdmin
process for position management and posting.

e Ifyour position has been disapproved and you have questions, please contact your
Vice President’s office.

Initiator Signature

Name

\Erica Thomas \ Click and drag bottom right
comer to expand

Comments:

Pl i

(click to sign)

Signature Date



https://www.marshall.edu/human-resources/peopleadmin-resources/

