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1. Background of Rift Valley University 

Rift Valley University initially conceived as College, was established in Adama City of East 

Shawa Zone, Oromia National Regional State in October 2000 G.C, foreseeing the core 

values of good governance, commitment to quality services and community development, 

gender sensitivity, secularism and non-partisan, creativity, responsiveness, team work spirit, 

and work culture parallel to the nation’s development goals along with the purpose of 

producing competent,  ethical and skilled manpower without making any distinction 

between people of different ethnic, religious, social, economic and political backgrounds.   

 

After securing its legal personality, the then Rift Valley College strongly worked on the 

accreditation processes of its training and education programs from all regulatory bodies, 

and managed to get full accreditation from Higher Education Relevance and Quality Agency 

and Regional States TVET Agencies. Taking its flourishing capacity and quality service into 

account, the Ministry of Education, in collaboration with the then HERQA, know called 

ETA, granted the rank of University College in August 2007 G.C.  This was not an easy task 

and a simple success story for the institution. The two regulatory bodies had conducted 

rigorous evaluation of the systems of the institution, physical facilities and learning 

resources of its campuses and faculties to come to decision of such status change. 

Afterwards, Rift Valley University College rigorously worked towards becoming a full-

fledged university and realized itself as Rift Valley University in August 2014 G.C.    

 

Currently, Rift Valley University being a pioneer and the largest Private Higher Learning 

Institution in Ethiopia has been delivering quality education to the citizens and foreigners 

who have lived in the country for different purposes. Furthermore, the University has 50 

Campuses, 3 TVET Colleges and College of Open and Distance Education (32 accredited 

branches) with diversified fields of study across the country. Over the last two decades, 

thousands have joined and graduated with Technical and Vocational Education and Training 

(TVET), Bachelor’s degree, and Master’s degree that enabled them to support themselves 

and their families. Others have also managed to create their own jobs whereby they 

exhibited the merits of their training and education at Rift Valley University in fostering the 

already established development goals of the country.   

Mission, Vision and Values of Rift Valley University 

Mission of the University 

Rift Valley University exists to produce graduates who are competent, committed and 

ethical citizens; to engage in innovative and problem solving research; and to deliver 

sustainable community services. 
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Vision of the University 

RVU aspires to be one of the leading universities in teaching, research and community 

engagement in Africa and beyond by 2030. 

Motto of RVU 

                                               “Hub of Excellence” 

Values of RVU 

The following are the values cherished by RVU: 

1. Quality and Excellence 

2. Responsiveness to customer needs 

3. Good Governance   

4. Professionalism and Academic Freedom  

5. Team Spirit 

6. Professional Integrity and Ethical Practices 

7. Creativity and Innovativeness 

8. Commitment to Community Services 

9. Recognition of Diversity and Gender Sensitivity  

10.  Social Responsibility 

2. Purpose of the Manual 

This manual serves as a guiding framework for the recruitment and selection of academic staff at 

Rift Valley University, ensuring that the process is equitable, transparent, and legally compliant. 

3. Scope of Applicability 

This manual applies to all academic positions at Rift Valley University, including Academic 

assistants, lecturers, assistant professors, associate professors, and professors. 

4. Definition of Terms 

 Academic Staff: Individuals engaged in teaching, research, and academic service. 

 Selection Committee: A group constituted to oversee the recruitment and selection 

process for academic staff. 

5. Recruitment and Selection Principles 

Recruiting and selecting academic staff for Ethiopian higher education institutions involves 

several key principles to ensure a fair, transparent, and effective process. Here are the main 

principles to consider: 

5.1. Transparency 
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 Clear Criteria: Establish and communicate clear criteria for selection, including 

qualifications, experience, and skills. 

 Open Processes: Make the recruitment process open and accessible, ensuring all 

candidates are aware of the steps involved. 

5.2. Equity and Inclusiveness 

 Diversity: Promote diversity in recruitment by considering candidates from various 

backgrounds and regions. 

 Equal Opportunity: Ensure that all qualified applicants have an equal chance of being 

considered, regardless of gender, ethnicity, or socioeconomic status. 

5.3. Meritocracy 

 Qualifications First: Focus on the academic qualifications, teaching experience, 

research output, and professional achievements of candidates. 

 Assessment Tools: Use reliable assessment tools (e.g., interviews, teaching 

demonstrations, and research presentations) to evaluate candidates’ suitability. 

5.4. Stakeholder Involvement 

 Committee-Based Selection: Form a diverse recruitment committee that includes faculty 

members, administrators, and sometimes student representatives to provide different 

perspectives. 

 Feedback Mechanisms: Involve stakeholders in the process and allow for feedback on 

candidates to enhance decision-making. 

5.5. Adherence to Policies and Regulations 

 Institutional Policies: Follow institutional and national guidelines regarding recruitment 

and selection to ensure compliance with legal and ethical standards. 

 Documentation: Maintain thorough documentation of the recruitment process, including 

candidate evaluations and reasons for selection or rejection. 

5.6. Continuous Improvement 

 Review and Adapt: Regularly review recruitment and selection processes to identify 

areas for improvement based on outcomes and feedback. 

 Training: Provide training for recruitment committee members on best practices and 

biases in recruitment to enhance the selection process. 

5.7. Promotion of Professional Development 
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 Encouraging Growth: Consider candidates' potential for professional growth and their 

commitment to contributing to the institution’s academic environment. 

 Mentorship Opportunities: Look for candidates willing to engage in mentorship and 

community service, fostering a culture of support and development. 

5.8. Focus on Institutional Fit 

 Alignment with Mission: Assess candidates for alignment with the institution’s mission, 

values, and strategic goals. 

 Cultural Competence: Consider candidates’ ability to contribute to and thrive in the 

specific cultural and educational context of the institution. 

6. Roles and Responsibilities 

The recruitment and selection of academic staff at RVU involves a collaborative effort among 

various stakeholders, each with distinct roles and responsibilities. This section outlines the 

specific functions of the Governing Body, Management and Administration, Human Resources 

Department, Selection Committee, and Department Heads in the recruitment process. 

6.1. Governing Body 

Responsibilities: 

 Policy Development: Establish overall recruitment and selection policies that align with 

the institution's mission, values, and strategic goals. Ensure these policies are in 

compliance with national laws and regulations. 

 Oversight: Monitor the recruitment process to ensure adherence to institutional policies 

and equity in hiring practices. Review and approve major recruitment initiatives and 

budgets. 

 Resources Allocation: Provide necessary resources for recruitment processes, including 

funding for outreach programs, training for committees, and tools needed for effective 

candidate assessment. 

 Accountability: Hold the institution accountable for maintaining transparent and fair 

recruitment practices. Address grievances related to recruitment decisions when escalated 

above departmental levels. 

6.2. Management and Administration 

Responsibilities: 

 Implementation of Policies: Implement the recruitment policies and guidelines set forth 

by the Governing Body, ensuring that all recruitment activities are carried out in 

accordance with these policies. 
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 Support and Coordination: Facilitate communication and coordination between various 

departments involved in recruitment. Ensure that administrative support is provided to the 

Selection Committee and relevant departments during the recruitment process. 

 Monitoring Compliance: Ensure compliance with national laws and institutional 

policies throughout the recruitment process. Address any compliance issues that arise 

during recruitment and selection activities. 

 Reporting: Maintain records of recruitment activities and submit periodic reports to the 

Governing Body regarding recruitment outcomes, challenges faced, and 

recommendations for improvements. 

6.3. Human Resources Department 

Responsibilities: 

 Recruitment Strategy: Develop recruitment strategies that align with institutional needs 

and promote diversity and inclusivity. Create job descriptions and advertisements based 

on input from department heads and other stakeholders. 

 Candidate Management: Oversee the application process, including collecting 

applications, conducting initial screenings, and maintaining candidate databases. Ensure 

confidentiality and professionalism throughout the process. 

 Training and Guidance: Provide training for Selection Committees on recruitment best 

practices, anti-discrimination laws, and assessment techniques. Offer support to 

departments in conducting effective interviews and evaluations. 

 Feedback and Improvement: Gather feedback from candidates, Selection Committees, 

and department heads to continuously improve recruitment processes. Evaluate and 

update recruitment practices based on feedback and changing regulations. 

6.4. Selection Committee 

Responsibilities: 

 Assessment of Candidates: Evaluate candidates based on established criteria, including 

qualifications, experience, and suitability for the role. Conduct interviews, review 

application materials, and assess candidates' fit for the institution's culture and mission. 

 Collaboration: Work collaboratively with department heads and other committee 

members to share insights and reach consensus on candidate selection. Ensure that 

evaluations are fair, objective, and based on merit. 

 Documentation: Maintain accurate records of candidate assessments, interview notes, 

and selection decisions. Prepare reports summarizing the recruitment process and 

outcomes for transparency and future reference. 



10 
 

 Confidentiality: Uphold the confidentiality of candidate information and selection 

deliberations, ensuring that discussions and decisions remain within the committee until 

official announcements are made. 

6.5. Department Heads 

Responsibilities: 

 Identification of Needs: Assess the staffing needs of their departments and communicate 

these needs to the Human Resources Department. Participate in developing job 

descriptions that reflect the specific requirements and expectations for the position. 

 Participation in Selection: Actively participate in the Selection Committee as needed, 

providing input on assessments of candidates, especially regarding their potential fit 

within the department and academic programs. 

 Onboarding and Integration: Ensure that new hires are effectively integrated into their 

departments, providing support and resources to facilitate their transition into the 

academic environment. 

 Performance Evaluation: Participate in the ongoing performance evaluation of newly 

hired academic staff, providing feedback to Human Resources and contributing to 

professional development plans. 

7. Recruitment Process 

7.1. Needs Assessment 

 Institutions assess their academic staffing needs based on departmental 

requirements, student enrollment projections, and strategic planning. 

 This often involves collaboration between academic departments and 

administrative bodies to determine the specific roles to be filled. 

7.2. Approval for Recruitment 

 Obtain necessary approvals from institutional governance bodies (e.g., academic 

councils, human resources committees). 

 Confirm budget availability for new positions. 

7.3.Job Description and Specification 

 Develop a detailed job description outlining roles, responsibilities, and 

expectations. 

 Specify qualifications, experience, academic credentials, and areas of expertise 

required for the position. 
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7.4. Advertisement of Vacancies 

 Advertise the position through various channels, such as: 

 Institutional website 

 National newspapers 

 Academic journals 

 Online job portals 

 The advertisement should include application deadlines and submission 

requirements for prospective candidates. 

7.5. Application Submission 

 Candidates submit their applications by the specified deadline, which usually 

includes a curriculum vitae (CV), cover letter, academic transcripts, teaching 

philosophy, and references. 

 Clear instructions on the submission process (e.g., via email or an online system) 

should be provided. 

7.6. Initial Screening and Shortlisting 

 The recruitment committee performs an initial screening of applications to ensure 

that candidates meet the minimum qualifications. 

 Shortlist candidates based on their qualifications, experience, and alignment with 

the desired attributes outlined in the job description. 

7.7. Interviews 

 Conduct structured interviews with the shortlisted candidates. This may involve: 

 Individual interviews with hiring committees 

 Panel interviews including faculty members and administrators 

 Behavioral and situational questions may be used to assess candidates’ teaching 

experience, research capabilities, and fit within the institution. 

7.8. Assessment of Candidates 

 May include additional evaluation methods such as: 

 Teaching demonstrations where candidates present a sample lecture 

 Research presentations to showcase research interests and achievements 
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 Assessments help to evaluate the candidate's ability to contribute to the academic 

community. 

7.9. Reference Checks 

 Conduct reference checks by contacting provided references (typically former 

employers or academic mentors). 

 Verify the candidate’s qualifications, work ethic, and teaching effectiveness. 

7.10. Decision-Making 

 The recruitment committee reviews all gathered information and makes a 

recommendation. 

 Final selections are made based on the evaluations, assessments, and feedback 

from the interview process. 

7.11. Offer of Employment 

 Offer the position to the selected candidate, including details about salary, 

benefits, and job expectations. 

 Discuss any necessary prerequisites (e.g., background checks, final approvals). 

7.12. Onboarding Process 

 Once the candidate accepts the offer, the institution begins the onboarding 

process, which includes: 

 Orientation sessions to familiarize new staff with institutional policies, 

procedures, and culture. 

 Introduction to departmental colleagues and administrative support. 

7.13. Record Keeping 

 Maintain comprehensive records of the recruitment process, including 

applications, evaluation forms, and correspondence. 

 Ensure compliance with data protection regulations and institutional policies. 

7.14. Evaluation and Review of Recruitment Process 

 After the recruitment process concludes, institutions may evaluate the 

effectiveness of their procedures. 
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 Feedback from participants (candidates, committee members) is often collected to 

improve future recruitment efforts. 

7.15. Compliance with Policies and Regulations 

 Ensure that the recruitment process adheres to national labor laws, education 

policies, and institutional non-discrimination practices. 

8. Advertising and Outreach 

8.1. Clear Job Descriptions 

 Develop detailed and clear job descriptions that outline the roles, responsibilities, 

qualifications, and any specific skills required for the position. 

 Include information about the academic discipline, level of the position (e.g., 

lecturer, associate professor), and particular programs or departments that the 

faculty member will support. 

8.2. Target Audience Identification 

 Identify the target audience for the recruitment campaign, which may include: 

 Current practitioners in relevant academic fields 

 Recent PhD graduates 

 Researchers and professionals working in industry 

 Understanding the target audience helps tailor the outreach strategy effectively. 

8.3. Advertising Channels 

 Utilize a variety of advertising channels to maximize reach and visibility: 

 Institutional Website: Post job openings in a dedicated careers section to 

attract applicants who visit the university's site. 

 Academic Journals and Publications: Advertise in relevant academic 

journals and newsletters to reach professionals within specific academic 

disciplines. 

 Local and National Newspapers: Use print media to announce vacancies 

to a wider audience, especially targeting local candidates. 

 Social Media Platforms: Leverage social media (e.g., Facebook, Twitter, 

LinkedIn) to engage potential candidates and share job openings. 
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 Professional Associations and Conferences: Collaborate with academic 

and professional associations to circulate job advertisements among their 

members. 

 University Networks: Encourage faculty members and current staff to 

share job postings within their professional networks. 

8.4. Outreach Initiatives 

 Conduct outreach initiatives to engage with potential candidates: 

 University Career Fairs: Participate in academic career fairs to meet 

potential candidates and discuss job opportunities directly. 

 Workshops and Seminars: Host or participate in academic workshops or 

seminars to connect with researchers and practitioners actively. 

 Networking Events: Organize or attend networking events for academic 

professionals to facilitate direct conversations about open positions. 

8.5. Strategic Messaging 

 Craft strategic messaging that highlights the strengths and unique selling points of 

the institution, such as: 

 Research opportunities 

 Collaborative projects 

 Faculty development programs 

 Institutional culture and values 

 Highlighting these aspects can attract candidates who align with the institution’s 

vision. 

8.6. Diversity and Inclusion 

o Emphasize commitment to diversity and inclusion within the recruitment adverts. 

Encourage applicants from diverse backgrounds, including women, ethnic 

minorities, and individuals with disabilities, to apply. 

o Use inclusive language in job descriptions and advertisements to ensure language 

is welcoming to all potential candidates. 

8.7. Feedback Mechanisms 
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o Allow for feedback mechanisms where applicants can inquire about the 

recruitment process or provide feedback on the application experience. 

o This can help improve future outreach efforts and foster positive interactions with 

potential candidates. 

8.8. Collaboration with Educational Institutions 

o Collaborate with other universities, research institutions, and academic 

organizations to share job postings, especially for niche academic disciplines. 

o Networking through professional relationships can broaden outreach efforts. 

8.9. Monitoring and Evaluation 

o After the recruitment process, evaluate the effectiveness of the advertising and 

outreach strategies used. 

o Analyze metrics such as the number of applications received, the quality of  

9. Application Process 

In the recruitment and selection process for academic staff in higher education institutions, the 

application process is a crucial phase that sets the foundation for attracting qualified candidates. 

The following elements are typically included in the application process: 

9.1. Application Requirements 

Clearly stating the requirements for the application is essential to ensure that candidates 

understand what is needed for a complete submission. Key requirements may include: 

 Application Form: A completed application form, which may be available through the 

institution’s website or recruitment portal. 

 Curriculum Vitae (CV): A detailed CV that outlines the candidate's educational 

background, work experience, publications, teaching experience, and any relevant skills 

or qualifications. 

 Cover Letter: A cover letter addressing the specific job posting, explaining the 

candidate's interest in the position and how their qualifications match the institution's 

needs. 

 Academic Transcripts: Copies of academic transcripts showing degrees earned and 

coursework relevant to the position. 

 Teaching Philosophy Statement: A narrative that outlines the candidate's approach to 

teaching, including methodologies, objectives, and assessment techniques. 
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 Research Statement: A document detailing the candidate's research interests, 

achievements, and future research plans. 

 References: Contact information for professional references who can vouch for the 

candidate’s qualifications, work ethic, and suitability for the position. This may include 

former employers, colleagues, or academic mentors. 

 Diversity Statement: Some institutions may request a diversity statement that reflects 

the candidate's commitment to diversity, equity, and inclusion in their academic pursuits 

or teaching. 

9.2. Timeline for Applications 

Providing a clear timeline helps candidates understand the process and manage their applications 

accordingly. This may include: 

 Application Opening Date: The date when the job posting is officially published and 

applications can begin to be submitted. 

 Application Deadline: A specific deadline by which all applications must be received. 

This date should be communicated clearly in the job posting. 

 Interview Dates: Tentative dates when interviews will be held, allowing candidates to 

prepare accordingly. This can also include timelines for teaching demonstrations or 

research presentations. 

 Decision Announcement: An expected timeframe for when candidates can expect to 

hear about the outcome of their applications, including any offers or final decisions. 

9.3. Acknowledgment of Application 

Acknowledgment is an important step in maintaining communication with applicants. Elements 

include: 

 Confirmation Email: Candidates should receive a confirmation email acknowledging 

receipt of their application once submitted. This email may include information about the 

next steps in the process, timelines, and contact information for inquiries. 

 Bulk Updates: Regular updates to all applicants about the status of the recruitment 

process, especially for those who were not selected for an interview. Notifying 

unsuccessful candidates helps maintain goodwill and a positive institutional image. 

9.4. Confidentiality of Applications 

Confidentiality is paramount in the recruitment process to protect the privacy of applicants. Key 

aspects include: 
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 Data Protection Policies: The institution should have clear policies regarding the 

handling, storage, and use of application data. Applicants should be informed about how 

their data will be used and who will have access to it. 

 Anonymous Review Processes: Some institutions may opt for an anonymous review 

process in which applicants’ identities are concealed to eliminate bias and ensure fairness 

in selection. 

 Sharing of Information: Communication to candidates stating that their application 

materials will only be shared with individuals involved in the hiring process (e.g., search 

committee members) and not with outside parties without their consent. 

 Archiving and Deletion of Applications: A clear policy regarding the duration for 

which applications are kept on file and the process for securely deleting personal data 

after the recruitment process is completed or when it is no longer necessary. 

10. Screening and Shortlisting 

The screening and shortlisting process for academic staff in higher education institutions is 

critical to ensuring that qualified candidates are identified and invited for interviews. The 

following sections outline the key components involved in this process, focusing on the criteria 

for screening applications, the use of technology, the responsibilities of the shortlisting 

committee, and effective communication with applicants. 

10.1. Criteria for Screening Applications 

Establishing clear criteria for screening applications helps ensure that candidates are evaluated 

consistently and fairly. Key criteria may include: 

 Educational Qualifications: Verification of relevant degrees (e.g., Master's, PhD) and 

educational credentials in the field of study related to the position. 

 Experience: Evaluation of teaching experience, research experience, and relevant 

professional experience. Specific criteria may include: 

o Number of years in teaching or research roles. 

o Experience in higher education or relevant industry settings. 

o Evidence of innovative teaching practices. 

 Research Output: Assessment of research achievements, including: 

o Publications in peer-reviewed journals. 

o Participation in conferences. 

o Grants and funding received. 

o Contributions to ongoing research projects. 

 Fit with the Institution: Consideration of how well a candidate’s teaching philosophy, 

research interests, and professional values align with the institution’s mission and goals. 
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 Professional Service and Engagement: Evaluation of contributions to academic and 

professional communities, including committee service, editorial roles, mentoring, and 

community outreach. 

 References: Review of references provided by candidates to assess their professional 

reputation and contributions. 

10.2. Use of Technology in Screening 

The effective use of technology can streamline the screening process and enhance accuracy. 

Applications may include: 

 Applicant Tracking Systems (ATS): Use of ATS to manage and organize applications, 

helping streamline the review process and ensuring that all applications are tracked 

systematically. 

 Digital Scoring Rubrics: Implementation of standardized digital scoring rubrics to 

evaluate candidates against predetermined criteria. This can enhance consistency in 

assessing applications. 

 Data Analytics: Employing analytics to identify trends in applications, such as common 

qualifications among successful candidates or skills in demand within the institution. 

 Video Screening: Utilizing video interviews as an initial screening tool instead of or in 

addition to traditional application reviews, allowing committees to assess candidates' 

presentation and communication skills. 

10.3. Shortlisting Committee Responsibilities 

A dedicated shortlisting committee plays a crucial role in evaluating candidates and making 

recommendations. Responsibilities may include: 

 Reviewing Applications: Thoroughly assessing each application against established 

criteria, ensuring that candidates are evaluated objectively and consistently. 

 Ranking Candidates: Establishing a ranking system to prioritize candidates based on 

their qualifications and alignment with the position’s requirements. 

 Conducting Initial Assessments: If applicable, conducting preliminary assessments such 

as written assessments or video interviews to further evaluate candidate suitability. 

 Selecting Candidates for Interviews: Shortlisting candidates who meet or exceed the 

minimum criteria for further consideration. This includes preparing a final shortlist to be 

presented to the hiring committee or decision-makers. 

 Documentation: Maintaining clear records of the decision-making process and the 

rationale for shortlisting candidates to ensure transparency and compliance with 

institutional policies. 
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10.4. Communication with Applicants 

Effective communication throughout the screening and shortlisting process is essential for 

maintaining goodwill among applicants. Key aspects include: 

 Acknowledgment of Applications: Sending acknowledgment emails to confirm receipt 

of applications and provide candidates with information about the next steps and 

timelines. 

 Update Notifications: Regular updates to applicants about the progress of their 

applications. Even if candidates are not shortlisted, timely notifications about their status 

can enhance their experience. 

 Shortlisted Candidates: For candidates who are selected for interviews, communicate 

details about the interview process, including format, duration, and any materials they 

may need to prepare. 

 Feedback Provision: Offering constructive feedback, when possible, to candidates who 

were not shortlisted, helping them understand areas of improvement for future 

applications. 

 Final Decisions: Communicating final decisions clearly and respectfully. Successful 

candidates should receive formal offers, while unsuccessful candidates should be notified 

in a courteous manner, encouraging them to apply for future opportunities. 

11. Interview Process 

11.1. Preparation for the Interview 

a. Establishing an Interview Committee: 

 A committee, typically composed of senior faculty members, departmental heads, and 

human resources personnel, is formed to conduct the interviews. 

 Committee members should be trained in fair hiring practices and aware of the 

institution's values and diversity commitments. 

b. Developing Interview Questions: 

 The committee develops a set of structured interview questions that are aligned with the 

qualifications and competencies required for the position. These may include: 

o Questions related to teaching philosophy and methodologies. 

o Research interests and accomplishments. 

o Experience with community engagement and service. 

o Contributions to diversity, equity, and inclusion. 
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 Behavioral questions may also be included to assess candidates' problem-solving and 

interpersonal skills. 

c. Creating Evaluation Criteria: 

 Clear criteria are established to evaluate candidates based on their responses, such as 

communication skills, subject matter expertise, teaching effectiveness, research 

capabilities, and alignment with institutional goals. 

11.2. Conducting the Interview 

a. Scheduling and Format: 

 Interviews are scheduled at a convenient time for both the candidates and the committee 

members. 

 Both in-person and virtual interview formats may be utilized, depending on the context 

(e.g., location of candidates, institutional policies). 

b. Structured Interviews: 

 Interviews are typically structured to ensure consistency, where each candidate is asked 

the same core questions. 

 Interviewers may take notes during the interview to aid in the assessment process later. 

c. Presentation/Teaching Demonstration: 

 Candidates may be asked to present a short lecture or conduct a teaching demonstration 

as part of the interview process. This allows the committee to evaluate the candidate's 

teaching style, engagement techniques, and ability to convey complex concepts. 

d. Questions from Candidates: 

 Candidates are also given the opportunity to ask questions. This allows them to assess 

whether the institution is a good fit for them and provides insight into their priorities and 

values. 

11.3. Post-Interview Evaluation 

a. Committee Deliberation: 
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 After all interviews are conducted, the committee convenes to discuss each candidate’s 

performance. They review notes, evaluate responses against the established criteria, and 

compare candidates. 

 Input from all committee members is important in reaching a consensus about candidates. 

b. Scoring and Ranking: 

 A scoring system may be used to quantitatively evaluate candidates based on their 

performance in various aspects of the interview, allowing the committee to rank them 

effectively. 

c. Reference Checks: 

 Before making a final decision, the committee may conduct background checks or 

contact references provided by the candidates to verify qualifications and experiences. 

11.4. Decision Making and Communication 

a. Final Selection: 

 The committee presents its recommendations to the relevant decision-making body 

within the institution (e.g., department chair, academic dean) for approval. 

 Depending on institutional policy, additional approvals may be required before extending 

an offer to a candidate. 

b. Communication with Candidates: 

 Once a decision is made, successful candidates are contacted to receive a formal job 

offer. This typically includes details on employment terms, salary, and start dates. 

 Unsuccessful candidates should also be notified respectfully, preferably with the option 

for feedback on their performance. 

11.5. Orientation and Induction 

a. Orientation to the Institution: 

 Once candidates accept the offer, the institution should have an orientation program in 

place to help new hires acclimate to the academic environment, institutional policies, and 

community culture. 

b. Ongoing Support: 
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 Providing ongoing support for new faculty (e.g., mentorship programs, professional 

development opportunities) helps integrate them into the institution and contributes to 

their success. 

12. Selection Criteria 

When recruiting and selecting academic staff, higher education institutions typically assess a 

range of criteria to ensure that candidates are well-suited for the academic environment. Key 

areas of focus often include academic qualifications, professional experience, research and 

publications, teaching competence, and community engagement. Below is an overview of these 

criteria and their significance in the recruitment and selection process. 

12.1. Academic Qualifications 

Importance: 

 Academic qualifications form the foundational basis for selecting candidates, ensuring 

they possess the requisite knowledge and credentials for the position. 

Criteria: 

 Degree Requirements: Candidates should possess the minimum required degrees (e.g., 

Master's, PhD) in relevant fields. For faculty positions, a doctoral degree is often 

essential, especially for research-intensive roles. 

 Institutional Accreditation: The reputation and accreditation status of the institutions 

from which candidates received their degrees are important to consider. 

 Specialized Training: Any additional certifications or specialized training relevant to the 

position may enhance a candidate's profile. 

12.2. Professional Experience 

Importance: 

 Relevant professional experience helps assess whether candidates have practical skills 

and knowledge that can enhance teaching and contribute to the institution’s academic 

community. 

Criteria: 

 Teaching Experience: Evaluation of prior teaching roles, including courses taught, 

levels of students (undergraduate, graduate), and pedagogical methods used. 
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 Industry Experience: Relevant experience outside academia can enrich a candidate’s 

perspective and inform their teaching and research. 

 Leadership Roles: Involvement in administrative, departmental, or institutional 

committees can demonstrate a candidate’s ability to contribute beyond classroom 

instruction. 

12.3. Research and Publications 

Importance: 

 Research output and quality are crucial in academia, as they significantly contribute to 

the institution's reputation and advancement in knowledge. 

Criteria: 

 Publication Record: The number and quality of research publications in peer-reviewed 

journals are assessed. This indicates a candidate’s engagement with their field and their 

ability to disseminate knowledge. 

 Research Funding: Experience in securing research grants and funding is valuable and 

indicates the potential for future research contributions. 

 Collaborative Projects: Participation in collaborative or interdisciplinary research 

projects can reflect a candidate's ability to work within academic networks and contribute 

to broader initiatives. 

12.4. Teaching Competence 

Importance: 

 Teaching competence is a critical factor, as faculty members are responsible for 

educating and mentoring students. 

Criteria: 

 Teaching Philosophy: Candidates should articulate a clear and coherent teaching 

philosophy that aligns with the institution’s educational principles and values. 

 Evidence of Teaching Effectiveness: This can include student evaluations, peer 

observations, and awards or recognition received for teaching excellence. 

 Curriculum Development: Experience in designing, developing, or revising curricula 

demonstrates the candidate's commitment to enhancing educational quality. 

 Use of Technology: Familiarity with educational technology and innovative teaching 

methods can enhance learner engagement and facilitate diverse learning environments. 
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12.5. Community Engagement 

Importance: 

 Community engagement reflects the institution's commitment to serving society and 

preparing students for active citizenship. 

Criteria: 

 Service to the Community: Candidates should demonstrate involvement in community 

service, outreach programs, or partnerships that enhance societal well-being. 

 Public Engagement: Participation in public lectures, workshops, and other initiatives 

that connect academic work to the community is often valued. 

 Mentorship and Guidance: Experience in mentoring students in community-related 

projects or initiatives can indicate a commitment to fostering civic responsibility among 

students. 

13. Reference Checks and Background Verification 

Conducting reference checks and background verification procedures is essential in the 

recruitment process for academic staff. These steps help ensure that candidates possess the 

qualifications and professional integrity necessary for their roles. Here is an in-depth 

examination of these procedures, along with a focus on confidentiality and integrity. 

Purpose: Reference checks provide critical information about a candidate’s past performance, 

character, and suitability for the role they are applying for. This feedback can confirm the 

candidate’s qualifications and offer insights that may not be evident from interviews or resumes 

alone. 

Process: 

 Selection of References: 

o Candidates typically provide a list of professional references, which may include 

former supervisors, colleagues, or mentors. It is advisable to encourage candidates 

to list references who can specifically speak to their teaching, research, and 

professional conduct relevant to the role. 

 Preparing Questions: 

o Develop a set of structured questions to guide the conversation with references. 

Common questions include: 

 How would you describe the candidate's teaching effectiveness? 
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 Can you provide examples of the candidate’s ability to engage and support 

students? 

 What areas for improvement have you identified in the candidate's 

performance? 

 How did the candidate collaborate with colleagues and contribute to team 

efforts? 

 Contacting References: 

o Reach out to references via phone or email for maximum effectiveness. When 

conducting calls, introduce yourself, explain the reason for contacting them, and 

ask if they have time to provide feedback. 

 Documenting Feedback: 

o Take careful notes during the discussions to record insights and impressions. This 

documentation can help compare candidates more objectively and provide 

evidence-based evaluations for hiring committees. 

13.1. Background Verification Procedures 

Purpose: Background verification aims to ensure the accuracy of the information provided by 

candidates, including their academic credentials, employment history, and any other relevant 

background that could impact their suitability for the position. 

13.2. Conducting Reference Checks 

Process: 

 Educational Credential Verification: 

o Contact the educational institutions listed by the candidate to confirm the validity 

of their claimed degrees, including dates of attendance and completion. Some 

institutions may require written consent from the candidate to release this 

information. 

 Employment History Verification: 

o Verify past employment by contacting previous employers. This may involve 

confirming: 

 Dates of employment. 

 Job titles and responsibilities. 

 Reasons for leaving. 

 Criminal Background Checks: 

o Conduct criminal history checks where permissible and necessary, particularly 

when the role involves working with students. Ensure compliance with local labor 

laws and institutional policies regarding privacy rights. 

 Professional Licenses and Certifications: 
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o Verify any licensure or certifications relevant to the position, particularly for roles 

that require specific credentials (e.g., counseling, social work, nursing). 

13.3.Reference Checks and Background Verification 

Importance: Maintaining confidentiality and integrity throughout the reference and background 

checks process is crucial for the protection of both candidates and the institution. It helps foster a 

trustworthy hiring process and protects sensitive information. 

Guidelines: 

 Confidential Handling of Information: 

o Ensure that all information obtained through reference checks and background 

verification processes is treated confidentially. Limit access to this information to 

individuals directly involved in the hiring process, such as hiring committee 

members or human resources personnel. 

 Informed Consent: 

o Candidates should be informed that reference and background checks will be 

conducted as part of the hiring process. Obtain written permission from 

candidates before initiating these checks, clarifying how their information will be 

used and shared. 

 Data Security Measures: 

o Implement robust data protection protocols to secure sensitive information. This 

includes using encrypted electronic files, secure file storage, and restricted access 

to personal data. Ensure that any physical records are stored securely and 

responsibly disposed of when no longer needed. 

 Adherence to Legal and Ethical Standards: 

o Conduct reference and background checks in accordance with the laws governing 

employment practices in the relevant jurisdiction. This includes anti-

discrimination laws and Fair Credit Reporting Act (FCRA) regulations in the 

United States, which provide guidelines for background checks. 

 Transparency and Accountability: 

o Be candid with candidates about the types of background checks being performed 

and how the results may affect their application. If a negative finding arises, give 

candidates the opportunity to discuss or clarify before making a final hiring 

decision. 

14. Appointment and Offer Process 

The appointment and offer process in the recruitment and selection of academic staff at higher 

education institutions in Ethiopia follows a systematic approach designed to ensure that qualified 
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candidates are selected in a fair and transparent manner. Below is an overview of the key steps 

involved in this process. 

14.1. Introduction to the Recruitment and Selection Process 

The recruitment and selection process for academic staff in Ethiopian higher education 

institutions involves several stages, including job posting, candidate evaluation, interviews, 

reference checks, and the final appointment. This process is guided by institutional policies, 

national regulations, and the overarching goal of enhancing the quality of education. 

14.2. Job Posting and Application 

a. Job Announcement: 

 Institutions announce academic positions through various channels, including university 

websites, online job portals, and academic bulletins.  

 The announcement specifies the position title, department, qualifications, application 

requirements, and deadlines. 

b. Application Submission: 

 Interested candidates submit their applications, which typically include: 

o A cover letter. 

o A detailed curriculum vitae (CV). 

o Copies of academic credentials. 

o Relevant teaching or research portfolios. 

o Names and contact information of references. 

14.3. Initial Screening 

a. Eligibility Criteria: 

 Screening of applications is conducted by a designated recruitment committee. 

Applications are reviewed against predefined eligibility criteria, which may include 

educational qualifications, relevant experience, research contributions, and publications. 

b. Shortlisting Candidates: 

 Based on the screening, the committee shortlists candidates for further evaluation. 

Candidates who do not meet the minimum qualifications or fail to provide required 

documentation are eliminated from consideration. 
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14.4. Interview Process 

a. Interview Preparation: 

 The recruitment committee prepares for interviews by developing structured questions 

based on the job description, focus areas like teaching philosophy, research interests, and 

experience relevant to the academic discipline. 

b. Conducting Interviews: 

 Interviews are typically conducted by a panel consisting of faculty members, department 

heads, and possibly other stakeholders. Interviews may assess: 

o Teaching abilities and methods. 

o Research experience and future plans. 

o Contribution to community service and institutional goals. 

c. Interview Assessment: 

 Panel members evaluate candidates using a scoring system or rubric that facilitates 

objective comparison based on pre-established criteria. 

14.5. Reference Checks and Background Verification 

a. Reference Checks: 

 After interviews, reference checks are conducted with the candidates’ previous employers 

and professional contacts. This provides insights into the candidate's past performance, 

reliability, and compatibility with the institution's values. 

b. Background Verification: 

 Additional background checks may include verification of academic qualifications, 

employment history, and, if applicable, criminal background checks to ensure candidate 

integrity. 

14.6. Offer Process 

a. Decision Making: 

 Based on the results of interviews, reference checks, and background verifications, the 

recruitment committee makes a recommendation for appointment. A formal decision is 
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documented, and necessary approvals from university administration may be required, 

depending on institutional policies. 

b. Job Offer: 

 Once the decision is made, a formal job offer is extended to the selected candidate. The 

offer typically includes: 

o Position title and department. 

o Salary and benefits package. 

o Job responsibilities. 

o Start date and any other relevant terms of employment. 

c. Acceptance of Offer: 

 The candidate reviews the offer and confirms their acceptance in writing. They may also 

negotiate specific terms, such as salary or start date, based on institutional policy and 

individual circumstances. 

14.7. Appointment 

a. Formal Appointment: 

 Once the offer is accepted, the candidate is officially appointed to the academic position. 

This may involve the preparation of a formal appointment letter or contract outlining the 

terms and conditions of employment. 

b. Onboarding Process: 

 New hires typically undergo an onboarding process to integrate them into the institution. 

This may include orientation sessions, introductions to faculty and staff, and training on 

institutional policies and expectations. 

14.8. Compliance and Record Keeping 

a. Documentation: 

 All steps of the recruitment and selection process, including applications, interview notes, 

reference checks, and the final appointment decision, are documented and securely 

stored. 

b. Regulatory Compliance: 
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 Institutions must adhere to national regulations and institutional policies regarding equal 

employment opportunities, non-discrimination, and other relevant labor laws throughout 

the recruitment and selection process. 

15. Induction and Orientation 

Induction and orientation programs are essential components of integrating new academic staff 

into higher education institutions. These programs are designed to familiarize new hires with the 

institution's culture, policies, procedures, and expectations while providing them with the 

resources and support they need to succeed in their roles. 

15.1. Purpose of Induction and Orientation 

1. Integration into Institutional Culture: 

o Induction helps new staff understand the institution's mission, values, and culture, 

which aids in their integration and alignment with institutional goals. 

2. Clarification of Roles and Responsibilities: 

o Orientation helps new academic staff understand their job expectations, 

responsibilities, and how their roles contribute to the broader goals of the 

department and institution. 

3. Building Relationships: 

o These programs provide opportunities for new hires to meet colleagues, faculty, 

and administrative staff, fostering professional relationships and collaboration. 

4. Familiarization with Policies and Procedures: 

o New staff learns about institutional policies, academic regulations, administrative 

processes, and codes of conduct, which are vital for compliance and effective 

decision-making. 

5. Professional Development: 

o Induction and orientation programs often include training on pedagogical 

strategies, research opportunities, and available resources for career development, 

enhancing staff competencies. 

6. Emotional Support and Well-being: 
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o Transitioning into a new role can be overwhelming. Comprehensive induction and 

orientation programs help ease anxieties by clarifying expectations and providing 

a support network. 

15.2.Orientation Program Components 

An effective induction and orientation program for new academic staff typically includes the 

following components: 

1. Welcome Session: 

o A welcome address from institutional leaders, department heads, or human 

resources to introduce the institution's vision and strategic goals. 

2. Campus Tour: 

o A guided tour of the campus, including key facilities such as libraries, 

laboratories, teaching spaces, and administrative offices. This helps new staff 

orient themselves in the physical environment. 

3. Introduction to Policies and Procedures: 

o Sessions outlining key policies, procedures, and expectations related to academic 

integrity, research ethics, teaching standards, grading policies, and student support 

services. 

4. Role-Specific Training: 

o Training tailored to the new staff's specific role, covering curriculum design, 

instructional methodologies, assessment techniques, and technology tools relevant 

to their teaching responsibilities. 

5. Overview of Benefits and Support Services: 

o Information on employee benefits, resources such as counseling services, and 

support networks, including mentoring programs or faculty development 

initiatives. 

6. Academic and Administrative Systems Training: 

o Training on the institution’s academic management systems (e.g., learning 

management systems, student information systems) and administrative processes 

(e.g., leave applications, reporting structure). 

7. Networking Opportunities: 

o Scheduled informal meet-and-greet events or luncheons to foster networking 

among new staff and established faculty or administration. 

8. Feedback and Q&A Sessions: 

o Opportunities for new staff to ask questions, provide feedback, and voice any 

concerns about their transition, fostering an open dialogue. 

15.3. Resources for New Staff 
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To facilitate a smooth induction and orientation process, institutions should provide various 

resources for new academic staff, including: 

1. Orientation Handbook: 

o A comprehensive guide outlining the essential aspects of the institution, including 

policies, procedures, benefits, and contact information for key departments. 

2. Mentoring Program: 

o Pairing new hires with seasoned faculty members who can provide guidance, 

support, and advice throughout the initial months on the job. 

3. Online Resource Portal: 

o Access to a digital platform containing resources such as teaching materials, 

research support services, library resources, and administration tools. 

4. Professional Development Opportunities: 

o Information on ongoing training workshops, conferences, and seminars that new 

staff can attend to enhance their academic and professional skills. 

5. Access to Technology: 

o Provision of necessary technological resources, including laptops, access to 

learning management systems, and tutorial sessions on institutional software. 

6. Support Groups or Forums: 

o Opportunities for new staff to connect with peers facing similar challenges, 

fostering collaboration and shared experiences. 

7. Institutional Calendar: 

o An academic calendar detailing important dates, events, workshops, and meetings 

relevant to the faculty and the institution as a whole. 

16. Monitoring and Evaluation 

The recruitment and selection process of academic staff in Ethiopian higher education 

institutions is critical for ensuring quality education and research output. Due to the dynamic 

nature of higher education needs, this process must be efficiently monitored and evaluated to 

uphold standards and accountability. This document outlines a comprehensive approach to 

monitoring and evaluation (M&E) in the recruitment and selection of academic staff in Ethiopia. 

Objectives of Monitoring and Evaluation 

1. To ensure compliance with institutional policies: Assess compliance with established 

policies and guidelines regarding academic recruitment. 

2. To enhance transparency and accountability: Ensure that the recruitment process is 

fair and equitable, promoting trust among stakeholders. 

3. To improve the quality of academic staff: Evaluate the effectiveness of recruitment 

strategies in attracting high-quality candidates. 
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4. To identify areas for improvement: Provide recommendations for refining the 

recruitment and selection processes based on data collected. 

Components of the M&E Framework 

1. Indicators for Monitoring and Evaluation 

o Process Indicators: 

 Timeliness of recruitment phases (advertisement, interviewing, and 

appointment). 

 Percentage of vacancies filled within a specified time frame. 

o Outcome Indicators: 

 Quality of shortlisted candidates assessed through qualifications and 

experience. 

 Retention rates of newly recruited academic staff. 

2. Data Collection Methods 

o Quantitative Methods: 

 Surveys assessing candidates’ perceptions of the recruitment process. 

 Analysis of recruitment timelines and outcomes. 

o Qualitative Methods: 

 Interviews and focus group discussions with stakeholders (including 

faculty, HR staff, and candidates) to gather insights on the process. 

 Case studies of successful and unsuccessful recruitments. 

3. Stakeholder Engagement 

o Involve faculty, human resources, and administrative staff in the design and 

implementation of M&E activities. 

o Engage candidates in providing feedback on their experiences during the 

recruitment process. 

4. Periodic Reviews 

o Schedule regular reviews (e.g., bi-annual or yearly) of the recruitment process and 

outcomes. 

o Compare outcomes with institutional goals and educational standards. 

5. Reporting and Accountability 

o Develop a reporting mechanism to disseminate findings to stakeholders. 

o Establish a feedback loop to allow institutions to act on M&E findings and 

improve future recruitment processes. 

6. Training and Capacity Building 

o Provide training for HR personnel and hiring committees on best practices in 

recruitment and selection. 

o Educate academic staff about the importance of M&E for continuous 

improvement. 
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Challenges in Implementation 

 Limited resources: M&E processes require funding and human resources that may be 

scarce in some institutions. 

 Resistance to change: Staff may resist new M&E frameworks due to concerns about 

accountability or increased workload. 

 Lack of standardization: Variability in recruitment practices across institutions may 

complicate M&E efforts. 

17. Legal Considerations 

Ethiopia's legal framework concerning employment, anti-discrimination, and data protection is 

instrumental in shaping the recruitment and selection processes in higher education institutions. 

Understanding and applying these laws is essential to ensure compliance, promote equity, and 

protect the rights of applicants and employees. This guide provides an overview of relevant legal 

considerations in the context of academic staff recruitment and selection. 

17.1. Employment Laws in Ethiopia 

Ethiopian labor law is primarily governed by the Labor Proclamation No. 1156/2019, which 

outlines the rights and responsibilities of employers and employees. Key aspects include: 

 Employment Contracts: All academic staff must have a written employment contract 

that clearly outlines terms and conditions, including duration, job responsibilities, salary, 

and working hours. 

 Recruitment and Selection: 

o Employers must adopt fair recruitment practices that prioritize qualifications and 

experiences relevant to the position. 

o The law encourages transparency in the recruitment process, including clear 

communication of job descriptions and qualifications. 

 Probationary Periods: Provisions for probation periods are included, allowing 

employers to assess the performance suitability of new hires. 

 Termination of Employment: The law outlines lawful grounds for termination and 

provides for severance pay and notice requirements. 

17.2. Anti-Discrimination Law 

Ethiopia's approach to nondiscrimination is rooted in its Constitution and several proclamations 

that promote equality: 
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 Constitutional Provisions: Article 25 of the Federal Democratic Republic of Ethiopia's 

Constitution guarantees the rights to equality and prohibits discrimination based on race, 

ethnicity, gender, religion, or social status. 

 Labor Proclamation: The Labor Proclamation No. 1156/2019 reinforces non-

discrimination by stating that employers must not discriminate against employees or job 

applicants based on any protected status.  

 Diversity and Inclusion: Higher education institutions are encouraged to adopt policies 

fostering diversity and ensuring that recruitment processes do not favor one group over 

another, thereby promoting an inclusive academic environment. 

17.3. Data Protection Regulations 

Ethiopia is in the process of developing comprehensive data protection regulations, with recent 

legislative efforts such as the Proclamation on the Protection of Personal Data being 

considered. While these laws are evolving, some key principles are emerging: 

 Consent: Institutions must obtain the consent of candidates before collecting and 

processing their personal data during recruitment. This includes data collected through 

applications, interviews, and reference checks. 

 Data Minimization: Collect only the data necessary for evaluating candidates. Avoid 

collecting sensitive information that is not relevant to the job. 

 Confidentiality and Security: Academic institutions must ensure that personal data is 

kept secure and confidential, preventing unauthorized access and potential data breaches. 

 Data Retention: Define clear policies on how long candidate data will be retained, 

ensuring compliance with any emerging legal requirements. 

17.4. Legal Considerations in Recruitment and Selection 

When conducting the recruitment and selection process for academic staff, Ethiopian higher 

education institutions should consider the following legal requirements and best practices: 

 Job Advertisements: Ensure that job postings comply with anti-discrimination laws, 

clearly stating qualifications without bias towards any particular group. 

 Selection Criteria: Develop objective and relevant selection criteria based on job 

specifications; avoid subjective judgments that could lead to discrimination claims. 

 Interview Process: Train interviewers on fair interviewing practices and ensure that all 

candidates are treated equivalently, with the same questions and evaluation criteria 

applied. 

 Record Keeping: Maintain accurate and secure records of the recruitment process, 

including applications, interview notes, and selection decisions, to provide a clear audit 

trail. 
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 Equal Opportunity: Establish an equal employment opportunity (EEO) policy that 

outlines commitment to diversity and non-discrimination in recruitment and selection. 

 Compliance Checks: Regularly review and update recruitment policies and practices to 

ensure compliance with existing and emerging laws and regulations. 
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