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HUMAN RESOURCES
Shuster Hall, Room 230
250 Bedford Park Boulevard West
Bronx, NY 10468 
HIGHER EDUCATION OFFICER SERIES (Checklist)

ePRF Approval Attached 
BA + 4 YEARS
Title 
Minimum Qualifications
Answer
aHEO
HEOa
HEA
HEO
BA
BA + 6 YEARS
BA + 8 YEARS
Does this candidate meet qualifications described in Job Description? 
Type of Appointment
Is this the first substitute appointment?
(if this is a second substitute appointment, a search is required).
Resume of applicant
Job Description (for substitute appointments)
Table of Organization
The CUNY Employment Application Part One 
ATTACHMENTS 
Completed HEO Packet (NT Instructional Action Form) with signatures
Reference Check Form - appointed from a search
(a master's degree is equivalent to 2 years experience)
(a job description must be included for a substitute appointment)
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