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New Staff Selection Operation Guidelines Christ’s College Taipei
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Christ’s College Taipei, a Christian liberal arts college, (hereafter referred to as “the
College”) establishes the Guidelines to select quality personnel for services at the
College in order to achieve sound organizational functions, improve work efficiency,
and establish a fair, just and open appointment process when there is any staff
vacancy within the authorized organization chart of the College.
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Before Almighty God, all staff affirm he/she complete agreement with Christ's
College Taipei's “DOCTRINAL STATEMENT”, “GOVERNING VALUES
STATEMENT”, “MISSION STATEMENT”, “ETHICAL VALUES AND
STANDARDS”, “ACADEMIC FREEDOM STATEMENT” AND “OPERATION
MANUAL OF CHRIST’S COLLEGE” as approved by the Board of Directors.

All staff should solemnly promise and pledge to support, uphold, promote and
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practice those principles and values so set forth. If he/she at any time finds
himself/herself out of accord with any portion thereof, he/she will make his/her
objection, together with the reason, therefor, known to the Administration. He/She
will comply with the decision, without objection, made by Staff Evaluation
Committee.
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The appointment(s) of the College’s staff member(s) must be in accordance with the
Guidelines besides other laws and regulations.
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The term of staff in the Guidelines is referred to the full-time personnel engaged in
administrative work in each office of the College’s organization.
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If a vacancy or a new post in an office is not filled by transferring the College’s

existing staff member from another office, it must be selected publically in

accordance with following procedures:
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1. Announcement of Employment Opportunity by Human Resources and
Administration Office.
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2. Staff Evaluation Committee will act as the New Staff Selection Panel.
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3. The Selection Panel shall be responsible for staff-selection related
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matters, such as the evaluation of candidates’ qualifications and
professional certifications, the selection of candidates for
computer-based written examination and for interviewing, the choice of
subject topics of written examination, and the percent distributions of
written examination and interview.
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4. Audition by written examination, actual work or oral examination as
well as if necessary adaptation of the combined methods to process the
selection of the staff member.
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5. After rating the interviews of all candidates, the Selection Panel shall
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submit the ratings to HRAO for the consolidating calculations of the
written examination scores and interview ratings in order to form a list
of candidates in the order of their summary scores from the highest to
the lowest. After the list being validated by the panel, the top three (3)
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Article VII

candidates shall be submitted to Staff Evaluation Committee for
deliberation.
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6. When the Staff Evaluation Committee is convened, the convener shall
describe the selection process, the percentage distribution of written
examination scores and interview rating and the evaluation results
regarding the top three candidates.
The Staff Evaluation Committee shall vote for the finalist and the
back-up person by secret ballot and, then submit the results to the
Present for approval and effectiveness.
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For the preceding paragraph, the process of transferring the existing staff
member from another office is described as follows:
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1. Human Resources and Administration office shall notify all offices and
units at the College and solicits the recommended candidates; or jointly
with the office having the vacancy or new post to publically select the
appropriate staff member.
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2. After the Head of the office having the vacancy or new post obtains the
agreement from the Head of the office where the prospective staff
member works, the transfer case shall be submitted to HRAO for
processing.
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All selection-related information, such as the submitted information/applications,
written examinations and scores, and interview ratings shall be kept by HRAO for
one (1) year following the President’s approval for the finalist and the back-up
person.
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The Guidelines shall be passed by the Administration Assembly and submitted to the
President for approval, public announcement and implementation.
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