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      Recruitment Advertisement
                                                                                                                                                                              Planning And Guidelines

Pre-planning

What is your budget for advertising? 
When do you need ad placed, for how long and how many times?

Where are you going to advertise? (Employment Advertising Resources)
· HR will place ads on UWL, Wisconsin DWD, HERC, HigherEdJobs.com, and Chronicle of Higher Ed (for faculty positions) web sites and UWL LinkedIn and UWL HR Facebook pages
· Print

· Conferences

· Other institutions/bulletin boards

· Mailing (contact AAO)
**Faculty advertisement must be listed for at least 30 days as required by DOL.** 

**The Chronicle is the only publication the DOL has consistently interpreted to meet the requirement that it be a “national professional journal.”

Creation of Advertising Text

What your faculty ad needs to include, per Department of Labor: 

· Title of position

· College/unit









· Department

· Duties/responsibilities

· Required qualifications 
· Appointment percentage 

· Salary basis (academic or annual)

· Starting date

· Application deadline

· Diversity statement (see search and screen procedures for examples)
**Faculty and Non-Faculty – You are required to complete an ad using the Electronic Ad Template.  HR will duplicate the information provided in the advertising text document to the UWL Career Opportunities, Wisconsin DWD, HEJ.com, HERC and Chronicle of Higher Ed (for faculty positions) web sites.  Please provide as much information about the position as possible.**
Additional ad enhancements:

· Logos -  https://www.uwlax.edu/ucomm/uwl-branding/logos/  

· UW-L Integrated Marketing Guide and Brand Toolkit:  
http://issuu.com/uw-lacrosse/docs/uw-_la_crosse_toolkit11.6.2014?e=3194111/10403384
Placing of Ads

Upload completed advertising text document to your PeopleAdmin recruitment prior to sending through approval process.
Level 1 places ad(s) once posting has been approved and is live on the UWL Career Opportunities web site. 
· Request “tear sheet” for print advertising 

· Print copy of online ad(s) as it appears on respective web site(s)
· Direct bill to Accts. Payable

· When direct bill to Accts. Payable is not possible, use procurement card – in consultation with your dean 
Invoicing/billing

Provide information to Accounts Payable 

· Print ad: Tear sheet

· Electronic ad: Copy of online ad – typically able to view/print “finished” product at posting and after posting is active on site

· If invoice for ad comes to your department, send to Accounts Payable immediately upon receipt




