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Reviewing Applicants 

 

Assumptions/Prerequisites  

Role: Department Chair or Academic Support Coordinator 

System Permission Level: CSURSPUT Hiring Manager Plus (Chairs) or CSURSPUT Department Admin Plus (ASCs) 

Job Card: Identified as Search Committee Chair (Chairs) or Admin Support (ASCs) 

 

Logging in: 

Access CHRS Recruiting from the myHumboldt portal Faculty/Staff Resources drop-down menu: 
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Next, choose our campus “Humboldt” from the CSU campus drop-down menu: 

 

 

 

 

 

 



3 
 

CHRS Recruiting Temp Faculty Pool Guide – Reviewing Applicants 
 

 

From the Dashboard, click on the “Search committee review” tile.  
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Click the blue “View Applicants” link on the right to see all the new applications that have come in that you have not reviewed yet: 
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On this page, you can see the list of applicants on the left hand side, along with a place to make notes on the right. You can also provide an overall rating. 
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Click the person’s name to open the applicant card and view the CV, as well as contact information and other application materials, and a history of 
communication with them. 
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Viewing the CV via the Applicant Card: 
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Viewing the History via the Applicant Card: 

 

 

Once you have screened each applicant, you can move them in bulk to the “Department Chair Review Successful” or the “Department Chair Review Unsuccessful” 
statuses as a holding place.  When you’re ready, follow the next steps to conduct reference checks, and begin hiring. 
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Incumbent Lecturers Reapplying to the Pool 

For any incumbent lecturers (those who worked in the prior academic year), you would do the same review steps, but the application status will instead be either 
“Worked Previous AY” for those you do not yet have work for, or “Hire Complete - Worked Previous AY” for faculty who will have course assignments.   

While not a requirement, current temporary faculty unit employees may complete the application to the department’s temporary faculty pool to indicate their 
continued interest in temporary faculty employment in their current department.  This serves as a communication tool for a temporary faculty member to inform 
the department about courses or assignments in which they are interested.  It is not required to maintain entitlements. This replaces the Form 585: Request for 
Subsequent Lecturer Appointment.  

Incumbent lecturers do not need reference checks or a new background check in order to be reappointed. 

 


