Vacancy Announcement
(all items in red brackets need to be updated to reflect applicable information specific to the posting)

Long Version Sample: (this version should always be used when space is not at a premium – i.e. MSUE Everyone announcement, printed “posting” for county or other partner offices, etc.)  Paper postings should include the MSUE Logo at the top of the page and the full EEO disclaimer at the bottom.

MSU Extension Employees: In an effort to reach the best qualified individuals and build a broad and diverse candidate pool, please share the posting information below with colleagues, community partners, constituents, cultural organizations, etc. with whom you work and feel may assist in this endeavor.   If you or these agencies have questions, please feel free to contact MSUE HR or your District office.

A non-academic position, within the [INSERT INSTITUTE NAME] Institute has been posted on-line for a [PROGRAM/POSITION TITLE], posting number [####], located in MSUE [XXX] County, District [XX]



POSITION:                            [PROGRAM / POSITION TITLE], MSUE [XXX] County

WORK LOCATION:             [XXX] County MSU Extension, [FULL ADDRESS]

EMPLOYMENT STATUS:    [FTE] % / [XX] Hours Per Week; Position end-date is [MM/DD/YYYY], with continued employment dependent upon renewal of funds

APPLICATION DEADLINE:           [DATE]

TENTATIVE START DATE:            [DATE]

STARTING PAY RATE:        $[USE PUBLISHED RATES] per hour

POSITION DESCRIPTION/QUALIFICATIONS:

Minimum Qualifications:  [INSERT MINIMUM QUALIFICATIONS]  

Desired Qualifications:  [INSERT DESIRED QUALIFICATIONS]  

Job Summary:  [INSERT JOB SUMMARY] 

APPLICATION PROCEDURE:       To apply for this position:

[bookmark: _GoBack]Visit the Michigan State University Applicant Page at www.jobs.msu.edu, select the MSU Extension button in the middle of the page, and look for this position/title. Applicants who do not have readily- available access to a computer or who would like assistance with the application process, may contact [DISTRICT OFFICE PHONE NUMBER]. 


MSU is an affirmative-action, equal-opportunity employer, committed to achieving excellence through a diverse workforce and inclusive culture that encourages all people to reach their full potential. The university actively encourages applications and/or nominations of women, persons of color, veterans and persons with disabilities.





Short Version Sample: (this version should only be used when space is at a premium, i.e. newspaper advertisement)

Michigan State University Extension is hiring a [XX] hr/week [PROGRAM/POSITION TITLE] located in [XXX] County, [ADD SHORT DESCRIPTION – such as: “supporting the 4-H program]. For more information and to apply for this position, go to: www.jobs.msu.edu and select the icon for MSU Extension.  MSU is an affirmative-action, equal-opportunity employer. 


Note:  The website information for positing/advertising will be slightly different if this is not a program assistant/associate/instructor position, but another non-academic position.  Please contact MSUE HR for assistance.
