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Context 

Pacific’s most valuable asset is its people.  Research shows us that employees who continue to learn and 
have an opportunity to grow within an organization tend to be the most productive, loyal and happy.   

Growth opportunities tend to be a higher motivator than salary as long as one’s basic needs are met.  
We value our staff and as managers, we should look for every opportunity to develop them and help 
them progress within the department or the University.  Although letting our stars spread their wings 
outside of our department may be difficult for some managers, there may be unseen benefits to the 
University and an opportunity for the department too.   We have to acknowledge that, especially when 
they stay within the University, this is a good thing for all of us and those we serve.  Besides, sometimes 
they come back to us even stronger. 

Promotion seekers looking for new and higher-level positions should research the qualifications and 
responsibilities of the types of jobs they want.  The key is to put oneself into the best possible situation 
representing oneself in the most comprehensive professional way as possible.   

Following are some tips, strategies and considerations for managers and promotion-seekers at Pacific. 

For Promotion Seekers 

- Always keep your resume updated.  This way, you won’t have to try to remember what should 
be included at the last minute as you are applying. 

- Study the job descriptions for those areas of interest to you.   Pay attention to the qualifications.  
Develop your skills, abilities and competencies in those areas.  Work with your supervisor to 
help get you some of the necessary experience. 

- When you apply for a job on campus do not assume anything.  You should approach it with the 
same level of intensity, preparation and professionalism as you would if you were applying to a 
job outside the University. 

- Fill out the complete PeopleAdmin staff application and include ALL of your experience and jobs 
– not just what you think is relevant.  Incomplete applications sink candidate’s chances.  List all 
of your employment, not just what you think is relevant.  Do not short-change yourself. 

-  Write a thorough cover letter tailored to the particular job.  Describe your relevant experience 
and knowledge.  Do not assume the interviewers know it.  Make sure the decision-makers can 
clearly see how you meet or exceed the minimum qualifications just from your materials. 

- Voraciously prepare for the interview even if it is within your department.   Study the 
department’s web pages and visit with other staff in the department to learn more about the 



job.  Study the job posting because clues to many of the likely interview questions are in them 
and prepare your thoughts. 

- Prepare for the interview.  Anticipate questions.  Decide how you want to present yourself and 
outline your experience.  Match your experience to the job requirements.  Don’t make the 
interviewers have to guess because they won’t, they will just move on to the next candidate.  
Practice with a friend or family member. 

- Arrive early for the interview with extra copies of your resume.  Dress professionally.  Be 
personable AND professional throughout.  Answer questions completely.  It is smart to ask if you 
answered a particular question in enough detail if you are not sure.  Interviewers should but 
rarely press for more detail.  

- After the interview, immediately send a thank you note.   Get the spelling of everyone’s name 
correct.  Emails are OK but if you want to create an edge for yourself, get them a hand-written 
thank you note within 24 hours of the interview. 

- In the end, if you didn’t get the job, you will have added valuable experience to your repertoire 
and will be ready for the next one.   

Managers 

Promoting and hiring from within the University has many advantages: 

- We hire people who already understand our culture, systems and operations 
- We demonstrate that we value our colleagues across campus 
- Training time and learning curves are often shorter 
- We keep our best employees 
- We can fill positions much quicker 
- We can save the University thousands of dollars in advertising costs and lost 

productivity 
- Morale improves institutionally when we see promotions 

 

For every staff job opening, HR encourages managers to strongly consider posting the job for internal 
applicants only.  One procedural change is that unless required by a union contract, managers can 
choose to post a job internally for a minimum of five days to which any current University employee or 
currently employed temporary employee may apply.   

- Don’t assume that because there is nobody in your department interested or qualified that 
there are not others on campus who may be successful in that job. 

- Our EEOC and affirmative action guidelines essentially require us to open jobs to all University 
employees if we post the job internally. 

- Posting a job internally only does not require a manager to interview or hire an internal 
applicant.  Sometimes managers may choose to expand the search to external applicants, 
advertise the job but still consider both internal and external applicants. 



A manager has the latitude, unless required by contract, to choose to post the job internally only or 
externally – to which internal applicants may also apply. 

Even for internal searches, managers should run the searches with the same due diligence and care they 
would for an external search.  These include: 

- Thorough interviews. 
- Thorough and complete reference checks that include speaking to current as many former 

supervisors as possible.  HR strongly suggests speaking to at least three supervisors or covering 
at least seven years of employment, whichever is greater. 

Managers often ask HR if they are required to interview internal applicants.  Managers have discretion 
here.  They can choose to interview all internal applicants who meet the minimum qualifications or just 
the strongest applicants.  Our experience shows that internal applicants sometimes do not appear 
particularly strong on paper but end up impressing interviewers in an interview.  The underlying premise 
is to give our own colleagues a chance but at the same time, we do not want to create false expectations 
when their background and abilities are clearly not what is needed.   

The bottom line for managers is that there are many benefits to posting a job internally and hiring a 
member of our community, but they have options and choices and should not feel constrained to one 
method or another.  Please consider looking internally first – worst case – it sets you back 10-14 days.  
Best case – see the benefits listed earlier. 

The HR generalists are available to explore this in more detail or answer any of your questions. 

 


