
Common Mistakes to 
Avoid in ASR

Sheanine Allen - Director of Recruitment and Affirmative Action
Andra Turner (she/her) - Assistant Director of Recruitment and Affirmative Action



ASR Toolkit - Use Quick Start Guides!

*ASR Website 
will be 
updated soon. 
We will send 
out an email 
announcement 
once the site is 
live.*





Importance of Proper Searches

● Audits ($$$)
○ 2024-2025 OFCCP Scheduling List

● Recruitment is public facing

● EOAA Policy

● ASR Access
○ For failing to close searches in a timely manner, after two warnings, ASR 

Access will be limited 



Opening Searches Properly
● Position open date must be after administrator’s approval

● Do not write out the location i.e. “Morningside” or “Manhattanville.” Use 

the correct location code found in the quick start guide; the system will 

automatically read this and write out the correct location in the post.

 Morningside 01, CUIMC 02, LDEO 04, Nevis 05, Manhattanville 06, Other 70

● Searches cannot be opened manually.
○ All searches MUST go through automatic opening after approved. If not, 

AA clearance will not be automated.

○ Review position action log if you are unsure why your AA clearance 

failed.



Unit Administrator

Unit Administrator

Committee Manager

Committee Manager

Opening Searches Properly

✅



Closing out Searches Properly

● Searches are not being closed before 365 days.

and

Searches are being left open within 365 days after hires have gone 

through.

● All applicants must have final statuses and disposition codes
○ Disposition codes SHOULD NOT be the same for all applicants

● Pay attention to emails about old posts









Issues During Searches
● Tags

○ Tags are to be used only to identify the diversity advocate and / or search committee 
chair.

● Disposition codes
○ ALL applicants should have disposition codes when closing a position post

● Statuses
○ Position status and individual statuses must be updated throughout the search process.
○ Once a selectee is cleared and hired, update their status from 

AA Cleared → Hired
● Applicant notifications

○ Once an applicant is no longer being considered, they should be sent a notification.



Issues During Searches

● Incorrect information in post
○ If you need to make small changes, reach out to admin prior to making 

changes
■ hyperlink is broken, adding contact person, adding rolling application 

information
○ Substantial changes not allowed; must close position and restarts

■ changing rank or officer type, changing job description, changing 
position type (fixed vs. continuous)

● Review posts!!!



If Your Search Fails

1. Look at email and check listed items first

○ The posting duration must be between 30 and 365 days
○ The posting must contain at least five (5) job applications, or three (3) 

job applications for positions at the Medical Center
○ The posting must list at least one (1) evaluator
○ The posting must list at least (2) advertising sources

2. Check the position activity log in ASR

3. Email us



Housekeeping

● If you have a Committee Manager on leave, please ensure someone is added 

to their searches or the Unit Administrator is taking care of their searches

● If you have someone that will be leaving their position, email us so that we 

can make updates to ASR

● Please use the User Access form on the website to request access for new 

users of ASR

academicrecruiting@columbia.edu



Upcoming Training Requirements

● Training refresh this Fall
○ Necessary for policy as well as to ensure that searches are being run 

properly.

○ You will be emailed and notified that a training has been assigned.

■ Administered through ELM

● We will continue these optional trainings throughout the year.



Live Demo 

● Review Position Activity Log

● Go over Disposition Codes column on positions

● Emailing candidates on Interfolio


