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SEARCH AND HIRING PROCEDURES FOR POSITIONS IN THE SUFFOLK 
COMMUNITY COLLEGE ASSOCIATION, INC. 

 
1. FULL-TIME EMPLOYEES 

Once approval is granted by the Vice President for Student Affairs to fill a full-time position in 
the Suffolk Community College Association, Inc., the Vice President for Student Affairs and the 
Campus Associate Dean for Student Services are responsible to manage and oversee the complete 
search and hiring process, as outlined in the following procedures. 

A. Preparing for the Search 
1. In light of Suffolk County Community College’s affirmative action policy and Diversity 

Goal, efforts must be made to advertise broadly.  The Vice President for Student Affairs 
and the Campus Associate Dean for Student Services will provide a position description 
to the Assistant Vice President for Human Resources for placement in the following 
publications and websites: 

www.InsightIntoDiversity.com 
www.NonProfitCareers.org 

The College Website 
2. Writing the Advertisements 

a. Advertisements will include the following: 
• Essential functions of position. 
• Knowledge, skills, and abilities required. 
• Education required or preferred. 
• Instructions on how to apply. 
• Request for cover letter and resume. 
• EEO, AA statements. 
• Time frame for the application. 

b. Any such advertisement must contain the following language: 

The Suffolk Community College Association, Inc. is a non-profit corporation whose 
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composition of search committees.  Each search committee shall consist of appropriate 
administrators and full-time employees in the department.  The Vice President for 
Student Affairs will have final approval of the search committee members to ensure the 
committee is diverse.  Once the search committee is determined through the above 
process
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1. Part-time positions may be advertised with the permission of the Vice President for 
Student Affairs. 

2. Any such advertisement must contain the following language: 

The Suffolk Community College Association, Inc. is a non-profit corporation whose primary 
purpose is to promote co-curricular programs and services which directly benefit the students of 

Suffolk County Community College.  The Association’s Board of Directors manages, controls, and 
directs the Association’s business affairs and activities. Association employees are not College 

employees and their pay and benefits are as per Association policies. 

3. The director of the respective department which seeks to fill a position will interview the 
candidate and make the recommendation to the Campus Associate Dean of Student 
Services. 

4. A background check will be conducted on the recommended candidate by the 
Association Director of Business Affairs, in collaboration with the Assistant Vice 
President for Human Resources, or their designee.  

5. Upon the approval of the Board of Directors, the 


