University of Colorado Denver

Job Ad Template

(All sections are required.  You may have more than one announcement for a position, but all announcements must be reviewed and approved by the Office of Human Resources prior to posting.)
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[Title/Working Title]

[Unit/Department]
[Job Posting #]
[Unit/Department] has an opening for a [full-time/part-time] [position—e.g., Assistant Professor, Instructor, Professional Research Assistant/Associate, Exempt Professional].  [Include description of unit/department and position’s role in the unit/department].
The University of Colorado Denver is seeking nominations and applications for the position of (title). We are the premier research university in Colorado, serving more than 30,000 undergraduate, graduate and health professions students in Denver, Aurora and online and awarding nearly 4,000 degrees each year.  The renowned researchers and award-winning faculty offer more than 100 degree programs through 13 colleges and schools. In 2008 the University was awarded more than $371 million in research grants and contracts. The Anschutz Medical Campus includes over 5 million square feet of research, educational and clinical space on 227 acres. The Denver Campus is located in one of America's most vibrant urban centers, just steps from the Denver Center for Performing Arts, the LoDo District and the state capitol.  On both campuses, students, staff and faculty have access to a broad array of academic, professional, community, recreational and cultural opportunities.
Sample language that can be used to attract a diverse applicant pool:

The University of Colorado Denver seeks a(n) _______________ to work in the ____________________at the Denver Campus or the Anschutz Medical Campus in Aurora.  The University of Colorado Denver is committed to recruiting and supporting a diverse student body, faculty and administrative staff.  The university strives to promote a culture of inclusiveness, respect, communication and understanding.
 
(applies to Denver Campus) (The Denver campus is located in the heart of the city’s commercial, cultural and recreational district.  Its location in downtown Denver attracts a diverse population, comprising primarily commuters, many of whom are non-traditional students.  This diversity is enriched by our commitment to a philosophy of inclusion, embedded in all aspects of campus life from its community members, curriculum, research and community service, allowing for the creation of a learning environment that welcomes, embraces, sustains and celebrates the unique and shared experiences of faculty, staff and students.
 
(applies to Anschutz Medical Campus) The university has proudly positioned itself as one of the top urban research universities in the country.  Go on here about Anschutz Medical Campus programs, clinical enterprise and research…
Job Responsibilities:  Be specific and cover the main aspects of the job as listed in the job description (or include the entire job description).  Be sure to include details about the position such as full or part time, work hours (if applicable), and location (e.g., Anschutz Medical Campus, Denver Campus).

Required Qualifications:  e.g., BA/BS degree; [# of years] experience in [     ].  Other requirements—specific skills-- computer skills, etc.
Note:  Required qualifications are used to establish initial selection criteria and are used to screen out applicants—don’t list qualifications here that are not required or you cannot consider those applicants who do not meet the qualifications.
Preferred Qualifications: 
Note:  Preferred qualifications are used to separate out the highly qualified applicants from those who simply meet the required qualifications.  The more complete and descriptive these qualifications are, the easier it is for the search committee to determine the best applicants.
Salary and Benefits

The salary for this position has been established at $ _  to  $ _  and actual salary is negotiable commensurate with experience OR Salary is commensurate with skills and experience.  The University of Colorado offers a full benefits package.  Information on University benefits programs, including eligibility, is located at http://www.cu.edu/pbs/
Applications are accepted electronically at www.jobsatcu.com
Application Deadline is [day/month/year] OR Review of applications will begin [day/month/year], and continue until position is filled.

(Posting periods:  PRA-required 2 weeks, recommended 1 month; Faculty (varies based on faculty rank/position)-required 1 month, recommended 2-3 months; Exempt Professional-required 3 weeks, recommended 2 months.)
Required Application Materials:  

When applying at www.jobsatcu.com, applicants must include: (list and be specific)
1) A letter of application which specifically addresses the job requirements and outlines qualifications

2) A current CV/resume

3) The names, addresses, daytime telephone numbers and e-mail addresses for three professional references 

4) Letters of reference (optional)

5) List other required documents (optional)
Questions should be directed to [e-mail of job posting contact]
The following language must be included in external postings but not required for the Jobs at CU posting.  

Background check language

The University of Colorado Denver is dedicated to ensuring a safe and secure environment for our faculty, staff, students and visitors. To assist in achieving that goal, we conduct background investigations for all prospective employees. Some positions may require a motor vehicle records check.
The University of Colorado is committed to diversity and equality in education and employment.  

