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TRANSFER and PROMOTION APPLICATION

PROCEDURES AND INSTRUCTIONS
ELIGIBILITY

In order to be eligible for a transfer or promotion, you should have been in your present position for a minimum of one year and have attained at least a satisfactory level of performance.
COMMUNICATION

You are encouraged to discuss your interest in pursuing a transfer or promotion within the University with your supervisor. However, if you do not feel comfortable doing so, you may complete the application and the initial stages of the interview process on a confidential basis.  In addition, an Employment Representative is available to meet with you confidentially to explore your career interests and options.  Once you have interviewed for a position and mutual interest continues to exist between you and the hiring supervisor, you need to inform your present supervisor so that appropriate references may be completed.
INSTRUCTIONS

1. Please submit your completed application and current resume to:
For Office Support, Technical and Services, Crafts and Trades Positions:
The Employment Representative in Human Resources Management, 250 Columbus Place
For Administrative Professional Positions:
The Hiring Supervisor listed in the job posting summary on the HRM Job Opportunities web page
2.  Your application will be evaluated in relation to the qualifications stated on the job posting summary.  If you are selected from this process and meet the eligibility requirements for transfer and promotion, you will be considered for a formal interview by the hiring department.
3.  If an interest exists, the Hiring Supervisor may request a summary of your overall employment history from your University personnel file from the HRM Employment Representative.
4.  Once you have been interviewed, you should receive a response from either the Hiring Supervisor or the Employment Representative (depending on the type of position you have applied to).  If you have not heard from either individual after ten working days, be sure to make contact to determine the status of your application.
5.  If you are selected as the final candidate, your current supervisor will be contacted to provide a reference.
6.  Upon selection of a final candidate, the Employment Representative or Hiring Supervisor will extend a formal offer.
A copy of the Transfer and Promotion policy is available in the administrative manual that can be found online at www.adminm.neu.edu
If you have any questions, please feel free to contact your 
HRM Employment Representative 617-373-2230


	
	TRANSFER AND PROMOTION APPLICATION
	

	Employee ID Number
	
	Today's Date


Please check the type of position you are applying for, complete all applicable fields in full then e-mail with your current resume to the hiring manager listed in the job posting.
 FORMCHECKBOX 
 Administrative Professional
 FORMCHECKBOX 
 Office Support
 FORMCHECKBOX 
 Service, Crafts and Trades

 FORMCHECKBOX 
 Technical
	 EMPLOYEE CONTACT INFORMATION       

	
	
	
	


	Prefix
	First Name
	MI
	Last Name

	
	


	Contact Phone Number
	E-mail Address

	CURRENT POSITION INFORMATION: Please attach your updated RESUME for greater detail       

	
	
	

	Current Department
	Current Title
	Current Grade

	EMPLOYMENT HISTORY: Briefly list relevant employment experience including positions, dates and main responsibilities 

	


	POSITION INFORMATION (for which you are applying)     

	
	

	Department Name
	Position Title

	
	
	

	Requisition Number
	Posting Date
	Position Grade

	Describe your interest and qualifications for this position:

	

	Please list any education, training, skills or other accomplishments relevant to this position:

	


Please check box and initial that you have read and understand the following:

I understand that Human Resources Management will give a summary of my overall employment record to the hiring manager before a final selection is made.  I also understand that the hiring manager will contact my current manager if I am a final candidate for the position for which I am applying.  
 FORMCHECKBOX 
 I have read and understand the above statement and all of the information I have provided is accurate and complete. 
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                                              Please Initial 

TO BE COMPLETED BY HIRING SUPERVISOR: 
	 FORMCHECKBOX 
 SELECTED
	 FORMCHECKBOX 
 NOT SELECTED

	The following information should be obtained prior to making a final selection:
	Indicate reason why employee was not selected:

	 FORMCHECKBOX 
 Summary of overall employment history from HRM record
	Specific details:


	 FORMCHECKBOX 
 Up-to-date reference from Employee's current manager
	

	 FORMCHECKBOX 
 Appropriate salary recommendation from HRM Compensation
	














