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The following process must be followed for filing Nonschool-Based Teacher Adviser (0707) or 
Temporary Resource Teacher (0780) positions. 

 
The administrator or appointing authority of the requesting office is responsible for: 

 
1. Developing a duty statement for the position(s) including targeted outcomes and targeted 

customers appropriate for the position (see sample, Attachment A).  
 

2. Submitting the duty statement, a draft of the announcement and the Transmittal Form to 
Human Resources Division. Personnel Research and Assessment, Beaudry Bldg.  14 Floor, 
for technical review.  The materials will be returned to the requesting office for forwarding to 
UTLA for review.  After UTLA signs off acknowledging receipt of the information, the 
requesting office should then publicize the position opening via www.TeacherPlus.Info, 
flyers, etc. 

 
3. After the application deadline has passed, sending the names and employee numbers of all 

applicants to Human Resources Division. Certificated Assignments Unit, for initial screening 
to ensure that applicants meet the minimum District requirements (i.e., years of experience, 
credentials, etc.).  The names of qualified applicants will be returned to the requesting office. 
Only qualified applicants should be interviewed by the selection committee (see next step). 

 
4. Convening the selection committee.  The selection process to fill the adviser position will be 

by a committee, 50% to be selected by UTLA and 50% to be selected by the District.  The 
composition of UTLA's 50% will be determined by UTLA.  The District's 50% will reflect 
the customer focus for the position, e.g., if the position is to serve teachers and 
administrators, then the District's 50% would include administrators and teachers; if the 
customer are parents, then the District's 50% would include parents.  Agreement must be 
reached with UTLA regarding the composition of the selection committee.  Committee 
meeting should be scheduled so as not to disrupt the instructional day.  If this is not possible, 
then the requesting office will pay for substitutes for class coverage, as needed. 

 
5. Making the final selection. unless an appeal has been made to the Appeal Committee.  After the 

committee has interviewed the qualified applicants, the committee will make initial 
recommendations to the appointing authority.  At this point, an incumbent may choose to 

appeal; for additional information on the appeal process, refer to the UTLA Agreement. 
 
6. Notifying the selected employee and the employee's administrator/supervisor, then notifying 

those applicants who were not selected. 
 
 
 
 

 














