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Job category Job advertisement Approval of 
job advert-
isement

Selection of appoint-
ment committee 
members

Selection and ap-
proval of members of 
the assessment com-
mittee 

Approval of 
assessment

Recommenda-
tion for inter-
view

Participants in 
interview

Recom-
mendation 
for appoint-
ment

Decision to 
appoint

Permanent 
member of 
academic 
staff 
positions:

Tenure track 
assistant pro-
fessor/re-
searcher, asso-
ciate professor, 
Senior re-
searcher,
Senior adviser, 
Professor

The head of the department 
and the department man-
agement team prepare a 
draft of the job advertise-
ment. The job advertise-
ment should be worded 
broadly and published both 
nationally and internation-
ally. 
In order to secure an ad-
equate number of high-qual-
ity and diverse applicants 
(external applicants, interna-
tional applicants, and applic-
ants of all genders), the de-
partment management 
team will implement various 
initiatives, including a search 
committee.
The job advertisement must 
encourage under-represen-
ted genders to apply. At the 
same time, the job advert-
isement must also clearly 
state that the university 
does not practice preferen-
tial hiring in relation to un-
der-represented genders. 
Furthermore, job advertise-
ments should always state 
that all interested candid-
ates, regardless of personal 
background, are encouraged 
to apply for the position and 
that all applicants are evalu-
ated on the background of 
their qualifications in rela-
tion to the requirements of 
the position.

The job advertise-
ment is discussed 
in relevant fora (2), 
including the de-
partment manage-
ment team and 
the department’s 
research commit-
tee.

The department 
management team 
initiates the search 
process and ad-
vertises positions 
within a given sub-
ject area in accord-
ance with the re-
cruitment plans 
stipulated in the 
department's ap-
proved strategy 
and budgets.

The approved job 
advertisement is 
sent to HR.

The department head ap-
points an appointment 
committee on which s/he 
serves as chair. The com-
position of the appoint-
ment committee is dis-
cussed by the department 
management team as well 
as the department’s re-
search committee (3).

In connection with shortl-
isting, the chair of the as-
sessment committee is to 
assist the appointment 
committee.

The appointment commit-
tee – with due regard for 
requirements regarding the 
necessary academic quali-
fications – must be broadly 
put together and gender-
diverse.

A member of the Dean's 
Office participates in the 
appointment committee 
for the appointment of 
professors when deemed 
appropriate, but as a min-
imum in the final round of 
interviews.

The head of the depart-
ment appoints the chair of 
the assessment committee 
on the background of dis-
cussions with the depart-
ment management team 
and the department’s re-
search committee. The 
chair is appointed simul-
taneously with the selec-
tion of appointment com-
mittee members and must 
be approved by the Aca-
demic Council.

The assessment committee 
– with due regard for re-
quirements regarding the 
necessary academic quali-
fications – must be broadly 
put together and gender-
diverse.

After shortlisting, the 
head of the department 
will propose members 
for the assessment com-
mittee. The composition 
of the appointment com-
mittee is discussed by 
the department manage-
ment team and the de-
partment’s research 
committee. The composi-
tion of the assessment 
committee is approved 
by the Academic Council.

The head of the 
department en-
sures that the 
formal require-
ments of the as-
sessment are 
met.

The head of the 
department se-
lects the applic-
ants to be 
offered a job in-
terview after 
consulting with 
the appoint-
ment commit-
tee

On the condi-
tion that the 
candidates pos-
sess the neces-
sary qualifica-
tions, the 
gender diversity 
requirement 
also applies to 
applicants 
offered job in-
terviews.

The appointment 
committee
+ HR partner 
(optional) 
complete a PI 
analysis if ne-
cessary. (4)

The depart-
ment head 
sends the re-
commenda-
tion of ap-
pointment to 
HR

The dean and 
relevant vice-
dean decide 
whether the 
recommenda-
tion for ap-
pointment 
can be accep-
ted.
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1. The table does not include appointments without prior advertisement or temporary academic appointments.
2. An example of a relevant forum is a departmental forum. Alternatively, employee involvement may be take the form of an email consultation involving permanent members of academic staff or at an 
academic staff meeting.
3. In case of positions involving significant teaching duties, a member of the department’s education committee must be included on the appointment committee.
4. Prior to the interviews, the department head may invite the applicants to an event at the department, for example a lecture, a meeting with permanent academic staff, or 
(where relevant) a meeting with the department’s education committee or public-sector consultancy committee in order to gain an impression of the applicants in relation to the 
department and the tasks involved in the position.


	NY - Håndtering af ansættelser ved stillingsopslag - Dansk(Nat)_... (D6014026).docx

