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Alamo Vacancy Announcement on website  



 
 Workforce Development 
◦ www.bie.edu/jobs  
 

 Human Resources 
 http://www.bie.edu/HR/index.htm 
OLD HR website  
 http://www.oiephr.bie.edu/ 

 
 

 

http://www.bie.edu/jobs
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 Email completed Vacancy Announcement to 
christine.means@bie.edu as a PDF or word 
document 

 
 Vacancy Announcements should be complete 

and meet requirements set by the Human 
Resources Office  
 

 Email reply will be sent upon receipt and 
posting 



 When you start to look for someone to fill your job, 
make sure you spell out just what you want. 

 
 Make sure you know what skills you need and what 

skills you can get by with, as determined by what 
kind of training you can give the employee. 

 
 You may want to add a Placement Factor to your 

vacancy announcement. A Placement Factor 
becomes part of the minimum requirements for a 
position, and applicants who do not meet it are 
ineligible for further consideration. 
 
 



 Use contact sources which can help you 
recruit job applicants such as:  
www.bie.edu/jobs, newspaper, media and 
etc.  

 
 Choose the recruitment method that is best 

for your organization. 
 
 There are many sources available for your 

organization.   A combination may serve your 
needs best.  
 



 
 Send Vacancy Announcements to Universities, 

Colleges, Schools, Organizations 
 Career and Job Fairs 
 May consider a new format for your Vacancy 

Announcements  
 Paid advertisements – newspapers and media 
 Unpaid advertisement – free email 

distribution 
 School website 

 



•Get information out faster  
•Less phone calls to answer, less emails to respond to 
•Attracts a new pool of applicants  

www.fis.bie.edu 



 
 It is important  to find the right applicant with 

the correct KSA’s for the job you want to fill. 
 
 Offering an employee an incentive such as a 

recruitment staffing differential may help 
entice applicants for hard to fill positions. 

 
 Explaining the benefits you have to offer 

employees. 
 



 Is a diagram that shows the structure of an 
organization, the relationships and relative 
ranks of positions/jobs. 

 Organizational Charts can very quickly 
become out-of-date, especially in large 
organizations that change their staff 
regularly. 

 Should be updated on annual basis and 
should be a living document. 

 Can be an effective tool when recruiting. 
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Recommend:______________________________________ _____________ 
 Principal   Date 
 
Concurred:________________________________________ _____________ 
 Education Line Officer  Date 
 
Recommend:______________________________________ _____________ 
 School Board   Date 
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 Management’s role: 
◦ Decision-Making 
◦ Ownership 
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Job Categories covers similar group of 
positions and includes the following 
information: 

 
 Brief description of work  
 Level of Responsibilities 
 Basic Education and Experience 

Requirements 
 Physical Requirements 



 
 Clarifies specific duties for each position. 
 
 Should be reviewed on annual basis and 
 revised as needed. 
 
 Must  be tied to the established Job Category. 
  
 Determines the pay level for a position.  

 
 Date the PD when it is established or when 
 it is updated 
 
 Is needed for all aspects of hiring. 



 
 A Position Description helps employees get a 

sense of their job responsibilities, what’s 
expected of them, and the standards by 
which they’ll be evaluated and rewarded. 
 

 The Position Description will also help you 
develop recruiting materials, develop 
orientation and training programs, and 
ensure consistency and equity among 
positions. 
 
 



 Introduction 
 Major Duties and Responsibilities 
 Level of Responsibility 
 Basic Education and Experience 

Requirements 
 Physical Requirements 
 Other (Other significant facts) 
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 How can I use vacancy announcements as a 
tool to attract candidates? 

 
 How can I understand what needs to go on a 

vacancy announcement? 
 
 What role do KSA’s play in identifying top 

candidates 
 



 Vacancy Announcement Number 
 Open and Closing Date 
 Position Title and Pay Level/Step 
 Promotional Potential 
 Salary 



 Are you interested in joining a prestigious 
education organization? An agency who’s 
mission is to provide quality education 
opportunities for children from early 
childhood through life in accordance with a 
tribe’s needs for cultural and economic well 
being? We are interested in individuals who 
are committed to superior service and who 
will help our organization continue to meet 
high standards.  We have excellent 401k, 
benefits and family friendly leave policies. 



 Does the vacancy announcement answer: 
• What will I be doing?  
 Should get a clear picture of the job 

 What will I get? 
◦ Should  get a clear picture of the benefits 

 Why would I want to work for this agency? 
◦ Should get clear picture of the mission and importance 

(School Website) 
 What is the process to get a job with this agency? 
◦ Should get a clear picture of what they need to do to 

apply 
 



Incomplete Vacancy Announcement  



Common errors and mistakes  



 Use plain language 
 Mention the  critical duties  
 Discuss qualifications – give examples of 

specialized experience if necessary 
 Ask-What does a candidate need to know to 

apply? 
 Understand your audience and what they are 

looking for? 
 



 Recruit, recruit, recruit 
 

 Recruitment is not just about filling a job 
 

 Write your vacancy announcement that makes the 
applicant want to work for your organization. 
 

 Help candidates understand the process- go out and 
educate, such as participating in job fairs.  
 

 The contact on your vacancy announcement must know 
your organization’s mission and your organizational 
structure , duties of the position, salary and benefits 
offered by your organization and surrounding community.  
 



 





 Know the product 
◦ What do you offer? 
◦ What impact do you have? 

 Know the potential buyers 
◦ Who are they? 
◦ Where are they? 
◦ What do they want? 
People buy what they imagine they will feel in the 

organization 
 
 



 Effectively manage recruitment process 
 
 Minimize cycle time as much as possible from 

recruitment activity to the job offer 
 
 Continue to “recruit” candidate after 

acceptance and EOD 
 
 Have an orientation procedure in place at 

your school location 
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