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About the Companion Website

www.oup.com/us/onstaff

The materials contained in the OUP companion website are offered as addi-
tional resources to assist you in the preparation of your documents. While you
will find individual variation among the documents, you will also find com-
monality through the use of accepted, recognizable organizational ideas and
models. It is my hope that these ideas and models will stimulate your creative
process, help clarify and focus your thoughts, and enable you to produce origi-
nal, meaningful, and distinct documents that exemplify your strengths and
attributes. If you are preparing for a job search, you may find the examples of
academic and performance-oriented curricula vitae, cover letters, and philoso-
phy statements useful as you prepare your documents. For those institutions
preparing to fill a music position, a step-by-step job preparation checklist is
available that should assist both search committee members and administra-
tive personnel in this task.

The examples presented on the website are actual materials from individuals in
the profession. Many of the names and most of the contact information have been
changed to maintain anonymity, but the documents have not been altered. Some

of these documents may resonate with you, others may not, but the process of

Xi


www.oup.com/us/onstaff

xii About the Companion Website

finding that ideal forum in which you choose to present yourself is the goal of this
book and subsequently this website. May this website and book enable you to be as
successful as the individuals represented through these examples.

You may access the website using the following:

Username: Music3

Password: Book3234



Preface

YOUR HIGHER EDUCATIOn music career begins with your first post. In order to
qualify for a higher education music post, you need years of educational training.
To secure that post, you must convince a search committee that you are the most
appropriate choice for that position through the application and interviewing pro-
cesses. To that end, the contents of this book will prepare you for those processes.
Additionally, they will prepare you for what lies beyond the application and inter-
view—tenure, promotion, and career advice. Whether you are just beginning or an
established music professor, you will find that On Staff: A Practical Guide to Starting
Your Career in a University Music Department provides detailed, step-by-step infor-
mation that will assist you or your graduate advisees in securing that first higher

education music post.

What's In This Book?

On Staff: A Practical Guide to Starting Your Career in a University Music Department will
guide you through the steps to applying for, acquiring, and holding a position in higher

education. Each chapter is designed to assist you in one or more of the following:

+ locating and understanding position announcements,

+ preparing dynamic and clearly articulated application materials,

xiii
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understanding the process of the job search committee in relation to your
application,

planning and preparing for your interview,

learning what questions you could be asked in an interview,

discovering what search committee members and administrators are
looking for in candidates,

completing a successful interview,

negotiating a contract,

getting started and succeeding in your position,

becoming tenured and being promoted, and

developing your career.

How Is This Book Organized?

The book is organized in a sequential manner. You will first discover how univer-

sity music jobs are created, advertised, and listed. On Staff will show you how to:

prepare and construct a successful curriculum vitae (CV),
create appealing letters of application,

develop a teaching philosophy statement,

write innovative research statements, and

select your reference providers.

You will be apprised of the steps needed to apply for a university position, includ-

ing the time lines associated with that process. Have you ever wondered:

what’s important to search committee members and administrators,
how you prepare for a telephone or Skype interview or an on-site
interview,

what you would do and whom you would meet in an interview,

what questions you might be asked during your interview, or

what you should wear and what you can eat at your interview?

On Staff will provide that information. After a successful on-campus interview

and a job offer, discover what one might typically ask for in the negotiation

process. And finally, On Staff will discuss your first days in your new position

and present the blueprint for the development of a successful higher education

music career.
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Why Should I Read This Book?

If you are just now planning to enter the university job market, have recently
become a university music professor, are a university music faculty advisor, or are
serving on a search committee, either as a chair or member, you will want to read
this book. On Staff will enhance or supplement your knowledge of the university
application and interview process. For those who are entering or have recently
entered higher education, On Staff provides information to help you succeed in the
field. If you are an established professor and graduate student adviser, this book
will supplement information you provide to your students. As the chair or mem-
ber of a search committee, On Staff will refresh or provide you with information

relevant to successfully conducting a higher education music position search.

Where Do the Musician Examples Come from?

Music educators, theorists, composers, performers, and others have contributed
to these examples. While names, addresses, and other such information may have
been altered to protect the anonymity of the individuals, the basic information
provided in those examples remains unchanged.

The illustrations in the text and Oxford companion website provide you with
various examples of CVs, cover letters, and so forth. While these illustrations con-
form to a structured and accepted or common framework, you will also see how
each author has creatively and effectively individualized his or her materials. From
these examples, you will develop your own unique approach to “selling” yourself

through your originally created documents.

Academia and You

Your higher education career journey begins with your first university music posi-
tion. For some, the academic journey also concludes with the first position, but
for others, the first university music position becomes a stepping-stone to other
posts. One of the most challenging tasks you will face in your career, as a univer-
sity music professor, is staying current, motivated, and interested. Your contin-
ued professional and musical growth through teaching, research, and/or service
will help insure your lifelong interest in the profession. I wish you success in your
higher education music career and hope you find this book to be of continued ser-

vice and enlightenment. Welcome to the world of higher education!
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POSITION ANNOUNCEMENT DESCRIPTIONS

Introduction

Congratulations! You've decided to secure a position in higher education.
Securing a position in higher education is a multistep procedure. Beginning with
the identification of appropriate positions, one must next apply for those posts.
After applying, and while patiently waiting as a job search committee considers
your application materials, you must next begin your preparations for a tele-
phone or Skype interview, followed, one hopes, by an on-campus visit. Assuming
you've had a successful interview, your next step is to negotiate an amenable
contract. After all of this you can finally begin the process of becoming a fac-
ulty member in your newly acquired position. You will be launching your higher
education music career, and as a new faculty member there will be much to con-
sider, such as securing tenure and promotion. Your first post will become your
first foray into the development of your unique and successful career in higher
education.

On Staff: A Practical Guide to Starting Your Career in a University Music Department
will help guide you through the steps to acquiring and holding a position in higher

education. Each chapter is designed to assist you in one or more of the following:

+ locating and understanding position announcements,

+ preparing your application materials,

+ understanding the process of the job search committee in relation to your
application,

+ planning and preparing for your interview,
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+ completing an interview,
+ negotiating a contract, and

+ getting started and succeeding in your position and developing your career.

Welcome to the world of higher education!

Position Announcements

To begin the journey of your higher education job search, you must first locate
appropriate positions to which you would like to apply. There are several vehicles
you may choose to use in your search for higher education openings. Some of the
more common sources are the Chronicle of Higher Education (www.chronicle.com/
jobs or www.chronicle.com/jobcategory/arts/2/); national accreditation or profes-
sional association exchange listings (such as the National Association of Schools
of Music [NASM] and American Educational Research Association); and higher
education position professional listing services provided through organizations
such as the College Music Society, state websites, and university websites (many
university postings are noted on Jobs in Higher Education at www.academic36o.
com, Diverse Issues in Higher Education www.diverseeducation.com, and Higher
Education Jobs http://www.HigherEdJobs.com/). Other sources are listed in
“Additional Job Listing Resources” at the end of this chapter.

Once you have identified positions of interest, you will want to know what
qualifications are being sought and what the requirements are for these posi-
tions. The components of job descriptions can vary from position to position. The
majority of job descriptions have standard information pertaining to the position.
National position advertisements may contain only limited information due to
cost factors associated with publication or advertising costs, but lengthier posi-
tion descriptions can often be found on an institution’s website, in distributed,
printed announcements provided by the hiring department, and/or through such
sources as the NASM position announcements. Information concerning the fol-

lowing is generally provided in job announcements:

+ the type of position, music education, theory, performance/studio, and
so forth,

+ the rank at which the position is being supported and whether it is an
adjunct, tenure track, non-tenure track, special hire, and so forth,

« the position’s duties and responsibilities,

+ the minimum and maximum qualifications for hiring consideration


www.chronicle.com/jobs
www.chronicle.com/jobs
www.chronicle.com/jobcategory/arts/2/
http://www.HigherEdJobs.com/
www.academic360.com
www.academic360.com
www.diverseeducation.com
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+ the minimum and maximum qualifications for hiring consideration, addi-
tional preferred qualifications,

+ aclosing or review timeframe.
Additionally, job announcements may have the following:

« salary range, benefits, and so forth,

+ the date the position begins,

+ brief descriptions of the hiring institution,

+ information on the department, school, or college,

+ adepiction of the institution’s locale.

As you view the job description, it would also be prudent to research the mis-
sion of the school to which you are considering application. While this topic will
be discussed in further detail later in this chapter, it is very important to point
out that your skills and interests must match those of the school you are consid-
ering. If there is not a good match between your goals, objectives, interests, and
skills and those of the school’s mission, neither you nor the school will be content
with the “fit.” Hence it is critical that you research the mission of the school to
determine whether it is analogous with your skills and interests—that there is a
good fit.

Type of Position

The three most common categories of positions are tenure-track, non-tenure-track,
and a group of individualized positions that shall be referred to as “special hire”
positions, all of which will be discussed in this chapter. While other types of posi-
tions may be advertised, tenure-track, non-tenure-track, and “special hire” posi-
tions cover the majority of offerings. It would behoove the reader to understand
what is commonly offered at institutions so that exceptions can more clearly be

recognized and understood.

TENURE-TRACK POSITIONS

Tenure-track positions are the most common position offering. There has been
considerable discussion concerning the system of tenure and creating/offering
tenure-track positions. Some universities have attempted to implement pro-

grams in which tenure-track positions are not offered, due to budget constraints
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or legislative or public pressures. Subsequently, part-time positions have become
more prominent in the higher education teaching force (Wilson 2010). However,
even though the tenure-track system has come under scrutiny in the academic
world, many universities still offer a majority of their full-time positions as
tenure-track appointments.

What then is a tenure-track position? According to the 1940 Statement of
Principles on Academic Freedom and Tenure from the American Association of
University Professors (AAUP) and the Association of American Colleges, “Tenure
is a means to certain ends; specifically: (1) freedom of teaching and research and
of extramural activities, and (2) a sufficient degree of economic security to make
the profession attractive to me and women of ability” (American Association of
University Professors 2012: 1). Tenure-track positions offer the individual the
opportunity to gain “tenure” after a given period of time. Simply put, once tenure
is granted, an individual is generally guaranteed a teaching position in the area
of hire provided he or she continues to perform at an acceptable level and is not
convicted of a felony or like offense, and provided the hiring institution does not
declare financial exigency. While a more lengthy discussion of the tenure process
is covered in Chapter 7, some discussion needs to be addressed here in terms of
seeking appropriate positions for which to apply.

When deciding to which positions you might apply, it is important to keep the
issue of attaining tenure in mind in relation to your higher educational inter-
ests and the interests of the institution to which you are considering application.
Position responsibilities and expectations vary according to university structures.
Universities with a heavily research-based focus will expect more research output
from their faculty, while universities with a teaching-based focus will expect less
research output and will place more emphasis on instruction. Attaining tenure is
based on each university’s goals and guidelines. Thus, at a research-intensive uni-
versity, you should expect tenure decisions to be heavily based on research and
creative activity output. You need to ask yourself, “Do [ want a position in which
I need to produce numerous publications or establish a national or international
performance venue?” Conversely, in a university where teaching would be valued
above research and service in a tenure process, you might ask, “Do I want to work
in an institution that places less value on research and creative endeavors?” Every
individual has an interest area that is stronger than another. One of your first
considerations in applying for any position is to ascertain the type of institution
in which you would be employed and then determine whether the goals of that
school align with your career and professional goals. Only if that relationship is

compatible should you apply for the position.



Position Announcement Descriptions = 5

Let’s assume you are applying for positions that are compatible with your career
and professional goals. When can you expect to obtain tenure? Individual tenure
decisions are made after the completion of annual, two-, or three-year reviews or
evaluations. Tenure-track positions, those positions in which tenure can eventu-
ally be gained, are offered at any rank from instructor to full professor.

In special cases, tenure can be granted at the time of hire if the individual is
being hired at a senior level, has extensive experience, or has gained a national or
international reputation in the field. If tenure can be granted at the time of hire, it
isreferred to as a “tenure eligible” position in the job description. Usually only indi-
viduals being considered for senior-level ranks are considered for tenure-eligible
status at the time of hire. While there are some exceptions, tenure is generally not
offered at the time of hire to individuals entering at the instructor or assistant pro-
fessor level. Several years of reviews and evaluations will likely follow. Information

concerning the various professorial ranks appears later in this chapter.

NON-TENURE-TRACK POSITIONS

Positions can also be offered on a non-tenured basis. Adjunct appointments,
renewal or specified contractual positions, and many special appointments are
often offered on a non-tenure basis. Adjunct appointments are offered by uni-
versities to augment full-time and/or tenure-track faculty. That said, it should be
noted that even though adjunct positions are generally part-time appointments,

they can be offered as full-time appointments.

Adjunct Positions

Adjunctpositionsare contractual and are usually offered on a semester-to-semester,
quarter-to-quarter, or academic year-to-year basis. Unlike a tenure-track posi-
tion, there is no guarantee of continued employment once a contract has been
completed, nor is there any guarantee of continued employment regardless of the
number of years an adjunct professor has held a position. Often adjunct positions
are available because of a need to fill a short-term deficiency; however, numerous
institutions have adjunct positions that continue year after year.

Adjunct positions can be offered at any rank, but are usually offered at an
entry-level rank of instructor or assistant professor. Again, notable exceptions can
be found where institutions offer adjunct positions at a senior-level rank. Thus,
while adjunct positions are generally not long-term offerings at senior-level ranks,

marked exceptions can be found.
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Renewal or Term Appointments

Another type of non-tenure-track position is common among institutions of higher
education. These positions are “renewal” or “term” positions. These are designed to
last for a set or period of time, with the possibility of being renewed each year until
the specified period of the appointment has elapsed. Renewal or term appoint-
ments are commonly full-time positions, designed to last for a period of one to
five years. Unlike an adjunct position, in which the need for the position may exist
only for a semester or a year, renewal or term positions are intended to last for a
longer period of time. Indeed, the period of time for which the position is to exist
is advertised in the position announcement: “An assistant professor, five-year
renewal position is being offered.” During that time the successful candidate is
generally renewed each year, much like professors in tenure-track positions. The
individual must perform in a satisfactory manner to continue in the position from
year to year. If the renewal or term position were a five-year position, it would be
common for the professor to be reviewed after the first year and each year thereaf-
ter until the appointment period ended. At that time, the institution would again
advertise the position. It may again be offered as a renewal or term appointment,
as an adjunct or tenure-track position, or it could be eliminated altogether. The
important difference between an adjunct and renewal or term position is that in
the latter case, the need for the appointment exists for a specified period of time.
Given that there is adequate funding and that an individual’s performance is satis-
factory, he can be assured of a position for a specific period of time. Adjunct posi-
tions do not offer as strong an assurance for continued employment, even though
it may occur.

It is generally assumed that renewal or term appointments do not carry the
possibility of tenure. However, the rank at which you are hired can differ. Many of
these appointments are offered at the introductory level, instructor or assistant
professor, but it is not uncommon for renewal or term appointments to be offered
at senior-level—associate or full professor—positions. As will be discussed later,
salary and work assignment are associated with rank, so it is important to con-
sider the rank of the renewal or term appointment.

Some institutions may offer renewal or term appointments to fill a perceived
need for a finite period of time, or until such time that a tenure-track appointment
can be secured. Other institutions routinely offer such appointments to augment
their faculty. Institutions offering renewal or term positions on a regular basis,
especially in specific areas, often seek consistency and flexibility at the same time.
By offering a position for a five-year period, for example, the institution receives

the consistency an individual can provide by being in that position for five years.
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Flexibility is achieved when, at the end of the contractual period, another indi-
vidual is sought, theoretically bringing in new ideas and approaches to the posi-
tion and to the department. Some institutions will not rehire an individual who
has held a renewal or term position, regardless of how successful that individual
has been during the term of appointment, in order to conceivably bring in new

approaches, thoughts, and ideas through a “new” hire.

SPECIAL HIRE APPOINTMENTS

There are several types of positions which have not been discussed and which will
be referred to as “special appointments.” Special appointments can include, but
are not limited to, replacement positions, visiting professors or artists, artists in
residence, research faculty, “targets of opportunity,” and/or distinguished profes-
sor appointments. Special appointments can be offered at any rank and can be

tenure-eligible, tenure-track, or non-tenure positions.

REPLACEMENT POSITIONS

Replacement positions are most often term appointments, meaning they are con-
tractual and limited to a specified period of time. Replacement positions are most
commonly offered when an institution has the need to temporarily “fill in” for
a faculty member who may be “on leave” or “on sabbatical,” or when there is a
tenure-track position that has not been filled but is expected to be filled within
a given period of time. Replacement positions are offered on a semester, quarter,
or yearly basis. Once the need for the replacement position no longer exists—the
faculty member returns from the sabbatical or leave or a tenure-track position is
filled—the replacement position ceases to exist.

It is often argued that being in a replacement position can offer an individual a
better chance of being offered a tenure-track position or another position in that
institution. Being in a replacement position and being offered the “advertised”
position is a common occurrence according to Vick and Furlong, who stated “There
was a high probability at the outset that an offer would be made to someone who
was already within the department.” (2008: 15). Given that the replacement hire
holds all of the qualifications for the position and has performed in an exemplary
manner during the replacement period, she may well have an advantage over other
individuals in that the faculty will have had the chance to work with her over the
course of a semester or year. The faculty can determine if she would be a good fit
for their department or school. It could also be argued that such familiarity can

work against a replacement. Because of the position requirements, some conflicts



