
Postdoc Hiring  
 
The following describes the accelerated process for Post Doctoral Associate and Sr. Post Doctoral 
Associate hires. These steps also help to ensure that the University meets Federal, State, and Research 
Foundation mandates and legal requirements.   
 

I. Creating the Position Description: Through collaboration with your department administrator, 
create a position description. You may wish to use the standard Postdoc template located in 
the Talent Management System (TMS), tailoring the verbiage to meet your needs, and 
submitting it to HRS for review. If you’ve gone through this exercise before, you may want to 
simply copy what you’ve previously submitted. 
 

II. Posting the Position: Once the requisition is forwarded to HRS, the salary range is verified 
and, with PI approval of final draft, the position is automatically posted to several websites 
and diverse job boards, such as the Higher Education Recruitment Consortium (HERC) in 
addition to our own SBU Jobs Page. We can also facilitate additional outreach if requested. 
 

III. Omnibus Ad Provides Outreach and Immediate Applicant Pools: To assist PI’s in outreach 
and diversity hiring and to accelerate the hire process, the University gives departments the 
chance to participate in a bi-annual outreach initiative to the Postdoc community. This 
initiative also provides departments with an opportunity to continuously collect resumes 
throughout the year. It ensures a ready applicant pool when departments have identified 
funding regardless of whether they currently have an open position, and eliminates the need 
for waivers. The process is simple: 
 
a. In the Spring and Fall of each year the University places Ads in the Postdoc editions of 

Science, free of charge. Potential applicants can be referred to these postings to be 
included in the applicant pools available for the PI to review. 

b. Whether funding is identified for the position, or the PI wishes to develop a pool for 
possible upcoming opportunities, all are encouraged to participate.  

c. Requests to join these advertising efforts are sent twice a year to the PI’s and department 
administrators with guidelines for submitting project information for inclusion in the 
Advertisement.  

d. For additional information about this initiative or for assistance, contact Donna Kossack in 
HRS Recruiting at 631-632-1702. 
 

IV. Receiving Applications: In order to grant maximum flexibility with their applicant pool, PI’s can 
choose to have their position led by a search committee or they can lead the search 
themselves, assigning individuals (internal or external to SBU) on an as-needed basis to help 
in the applicant review process. Once the posting timeframe closes and applications are 
longer being accepted, your Recruiter will guide you through the selection and non-selection 
process of your applicant pool in order to prepare for the interview stage. 

 


