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Getting Hired by a Community College 
(Advice From an “Insider”) 

 
How Community Colleges are Different from Other Colleges and Universities: 
Individuals who want to get hired at a California Community College, regardless of the type of 
position, need to understand how community colleges are different from other colleges and 
universities.  

1. In its simplest form, the community college system was built on a primary two-fold 
mission: 

a. To provide job skills training (Career Technical Education – CTE), thus 
contributing to the economic engine of the state. 

b. To prepare students for upper-division transfer to universities.  
https://www.cccco.edu/About-Us  

2. This basic mission means that the system is based on a foundational value of “open 
access”, meaning that everyone should have access to higher education.  They pride 
themselves on their ability to make education accessible to individuals who come from 
traditionally under-represented backgrounds and to prepare those who are otherwise not 
ready for college life. The opposite of this are highly selective and competitive colleges 
and universities who pride themselves on being very selective about who they admit, and 
graduate, based on students’ advanced preparation for college and their academic rigor. 
However, providing ‘open access’ is a double-edged sword in that many community 
college students are not prepared for college life in two primary ways:  

a. Academic preparedness: Many students may not have college-level skills 
needed in reading, writing, math, critical thinking, study techniques, and/or using 
technology.  

b. Life skills: Most students new to community colleges have responsibilities in 
addition to their studies, such as jobs and/or taking care of family members. 
Consequently, they often have difficulty with things such as time management, 
prioritizing, maintaining focus, setting boundaries, not taking on too many 
responsibilities at one time, maintaining effective, healthy supportive 
relationships with others, and healthy self-esteem. 

This under preparedness often results in many students not being able to meet their 
homework and/or academic rigor requirements, which leads to high dropout rates. 
Faculty and staff who are not aware of this challenge may have a difficult time adapting 
to the community college culture that tends to be very supportive of students rather than 
competitive. Individuals who have more of a ‘highly selective’ orientation, will likely get 
very frustrated with how much time they need to spend on ‘remedial’ issues and/or the 
lack of academic rigor that is expected at some other institutions.  Yet, those employees 
who do truly value open access typically find the community college system to be a 
rewarding place to work despite the challenges. Therefore, when hiring new faculty and 
staff, the colleges work very hard at identifying and hiring individuals who value the 
concept of open access and accept the challenges that go with it. In the last few years, the 
California Community College system has been developing several initiatives to address 
student success challenges. (See below). As a candidate, if you have no experience 
working with under-prepared students, be prepared to show that you understand this 

https://www.cccco.edu/About-Us
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challenge and are prepared to deal with it. If you have prior experience as a community 
college student, you can use that as a foundation for understanding  
 

Once you decide you are ready to start a job search, there are a few things to understand.  
1. Minimum Qualifications 

• You need to have the ‘right’ degree. For faculty positions, minimum qualifications 
are based on the state education code (law) which specifies specific degrees for each 
discipline offered. Most “academic” subjects require specific master’s degree (or 
higher). Some, but not all, CTE (Career Technical Education – vocational) programs 
require a minimum of an Associate’s degree, plus experience.   

 
Note: Until your degree is actually posted on your transcript that they can see, you 
have not met the minimum qualifications. Thus, if you are close to graduating, or 
have graduated, but the degree is not yet posted, then you will not be considered as 
meeting the minimum qualifications.  
 
Check the link below, or the cccregistry.org  website, to identify the titles of pre-
qualified degree names for the discipline in which you want to teach. If the exact 
title of your degree is not listed on the Minimum Qualifications list, then you will 
need to apply for Equivalency. (See following pages.) If you do not indicate on your 
application how you meet the minimum qualifications as stated on the list (or indicate 
that you are applying for equivalency), then your application will be automatically 
rejected in the first round of reviews. So be sure to clearly indicate how you meet that 
minimum requirement or equivalency. 
https://www.cccco.edu/About-Us/Chancellors-Office/Divisions/Educational-
Services-and-Support/What-we-do/Educational-Programs-and-Professional-
Development/Minimum-Qualifications  

o Some specific positions within a generalized position description may 
require additional qualifications. For example, most general counseling 
positions will accept any degree on the list. However, certain types counseling 
positions may require additional qualifications, such as counselors to students 
with disabilities, and EOPS counselors. If additional requirements are listed 
on the Minimum Qualifications list, be sure to identify those additional 
qualifications and be prepared to discuss how you meet them. Otherwise your 
application will be automatically rejected in the first round of reviews.  

• Desired Qualifications.  In addition to the general requirement of a specific degree, 
some specific positions may have listed “Desired Qualifications” as well. This is 
where the school is allowed to tailor the job description to the specific position being 
filled. For example, if the school is looking to fill a veterans’ counselor position, they 
may ask for experience or training in working with veterans. A career counseling 
position may ask for education, certifications, and/or experience in career counseling 
and administering assessments. You will not necessarily be automatically rejected for 
not being able to meet any or all of these requirements. However, these additional 
requirements are typically used to narrow down the pool of applicants (300 plus for 
some positions), to a more manageable pool from which to find applicants to invite in 
for an interview. To increase the likelihood that you will be invited for an interview, 

https://www.cccregistry.org/jobs/miscelaneous/resources.aspx
https://www.cccco.edu/About-Us/Chancellors-Office/Divisions/Educational-Services-and-Support/What-we-do/Educational-Programs-and-Professional-Development/Minimum-Qualifications
https://www.cccco.edu/About-Us/Chancellors-Office/Divisions/Educational-Services-and-Support/What-we-do/Educational-Programs-and-Professional-Development/Minimum-Qualifications
https://www.cccco.edu/About-Us/Chancellors-Office/Divisions/Educational-Services-and-Support/What-we-do/Educational-Programs-and-Professional-Development/Minimum-Qualifications
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identify how your education and experience meets the desired qualifications and 
highlight them in your application, resume, and cover letter.  Also leave off 
information that is not relevant to the job description, because it will not be 
considered anyways.  

• Diversity is an automatic second minimum qualification. Be prepared to discuss 
your experience working with diverse populations, including: Ethnicity, age, 
education status, educational goals, (from less than high school education to already 
possessing advanced degrees), English Language Learners, non-credit, first-
generation, veterans, part-time, low-income, and former foster youth students, etc.  
As before, if you do not effectively communicate how you meet this minimum 
qualification, your application will be automatically rejected in the first round of 
reviews.  

 
2. Identify All Community Colleges in Your Area 

• Don’t limit yourself by deciding you want to work for “X School.”  These jobs are 
often very competitive, and you just don’t know where you will get hired.  

• Apply to every college within commuting distance to you. The following links will 
help you identify all CCCs near you: Cccregistry.org (click on “Search”, then “Search 
By Region) or https://www.cccco.edu/Students/Find-a-College.  

• Start by applying for adjunct (part-time) positions (see below). Most people start out 
as an adjunct. It is also a far easier way to get hired as an adjunct because those 
positions are more plentiful and not as competitive. Most colleges interview and hire 
for full-time positions from adjuncts – at their campus and other campuses.  

• If you teach in a discipline that is not offered at every school, you will need to 
identify which schools offer the programs you are qualified to teach.  Use the 
following link and the Keyword Search to identify what schools in your area that 
offer such programs:  https://www.cccco.edu/Students/Find-a-College  

 
3. Find Some Upcoming Hiring Workshops 

• Increasingly, several schools, districts, or regions offer some sort of ‘get hired at a 
community college’ types of workshops.  These workshops often go into detail about 
how to apply for positions, what to expect during the interview process, and other 
related issues. They are designed to help candidates best prepare for the application 
and interview process. 

• Since most hiring for tenure-track positions occurs during late fall/early 
winter/spring, these workshops are most commonly held during January and February 
(sometimes sooner).   

• Some schools/districts only offer such workshops to their current adjunct pool, 
whereas some will make them open access.  

• Some of those workshops may be advertised on CCCRegistry.org website, and others 
may be advertised directly on the school/district’s HR website.  

https://www.cccco.edu/Students/Find-a-College
https://www.cccco.edu/Students/Find-a-College
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4. Be Prepared to Provide Your Transcripts.  
• Unofficial Transcripts. You will be expected to provide unofficial transcripts for all 

of your post-secondary work when you apply. Downloaded from the school’s system 
or photocopies of official transcripts will suffice as unofficial copies. Highlight any 
actual degree on the transcript so it will be easy for the reader to find. Have PDF 
versions of these documents. Be sure the PDF file is a small file, because you will 
have difficulty uploading large files to most online application submission programs.  

• Order Official Copies of Transcripts. To save yourself time, money, and stress 
later, order official transcripts from every college you have attended. If and when you 
get hired, most colleges will require that you provide official transcripts. Some 
colleges can take up to two weeks or more to ‘snail mail’ them to you, and you would 
need to pay an expediting fee to get them faster. Often times, adjuncts get hired to fill 
emergency vacancies with short notice. You don’t want your hiring process to be held 
up due to a delay in getting your official transcripts. They are cheaper when you buy 
multiple copies at one time, thus you may want to order about three to six sets of 
transcripts from each school. Also, having extra sets comes in handy for other things 
as well, such as to apply for other college admissions or various credential programs 
or training programs.  

5. Be Prepared to Start as an Adjunct (part-time) Professor 
• Community College positions (all levels) are often difficult to get and often 

rather competitive. Because it is a very pleasant environment to work, most people 
don’t leave full-time positions until they retire. Therefore, there is very little turn-over 
for full-time positions. Openings are much more plentiful and less competitive for 
adjunct positions.  

• Working as an adjunct. As mentioned above, you will have better luck getting your 
first job as an adjunct than as a full-timer. If you have a full-time job elsewhere, you 
may only have time to adjunct at one community college. If you don’t have a full-
time job elsewhere, you will need to have more than one position to survive 
financially.  So, once you get hired at one school, keep applying to other schools. The 
second job will be easier to get than the first one because of your prior CC 
experience. It is very common for adjuncts to work at more than one school, so don’t 
be afraid to let current and future schools know that you are looking for other 
positions. In fact, it is often expected. Be prepared to be a ‘freeway flyer’ (spending a 
lot of time on freeways commuting from one school to another) to survive.  

• Most colleges have ‘adjunct pool’ positions. After you have identified which 
schools are within commuting distance from you, then find out which ones have open 
‘adjunct pool’ openings to which you can apply. Your application will just sit in that 
pool until the hiring manager has a need to fill. Hiring managers often turn to these 
pools to fill emergency vacancies or when they need to add to their current adjunct 
pool. Apply for all of the pools you find because it could take several months to years 
before you hear from that school. Reapply when the current pool expires. 

• Maximum Unit Load. State education code indicates that adjuncts, based on their 
employment status, cannot work more than 9 units/23 (numbers are subject to 
change) hours total per week within a district. So, if you get hired by a multi-district 
college, (i.e. Los Angeles has nine schools and North Orange County has three within 
their respective districts), that maximum load applies to all of the colleges within that 
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district. Thus, you will want to look for jobs in other districts so you do not limit how 
many hours you can work. 
 

6. Latest Trends in the California Community College System: 
You will want to know what are the latest trends in the California Community College 
system because that is often why they hire new people – to address those trends. If the 
position you are applying for is to respond to one of these initiatives, then expect that 
your application and/or interview process will likely expect you to address your 
knowledge, skills, experience and abilities to address the mission of these initiatives.  
There are a lot of initiatives that are causing ‘institutional upheaval’ (see workshop 
“Planning for an Unpredictable Future”).  The Chancellor’s Office has great resources to 
help you familiarize yourself with those trends.  
https://www.cccco.edu/College-Professionals/Guided-Pathways  
 
California Community College Transformation in Response to COVID-19 is a research 
project done by UC Davis to identify how some community colleges are responding to 
the COVID-19 crisis: 
https://education.ucdavis.edu/turning-
dime?fbclid=IwAR10OuIUnlTUo1xj1AJM8a59_hJQkkBzYZnCNhq1IQgyUP6APreTvu
7hn_0  

 
7. Applying for Equivalency: 

Applicants whose degrees are not listed on the minimum qualifications list can ‘apply for 
equivalency.’ It is important to take the time to go through this process carefully, because 
if the minimum qualification is not met, and an application for equivalency is not 
provided, then the applicant will automatically be disqualified from consideration.  
 
While the state education code indicates that applicants can apply for equivalency, each 
district, school and/or department are given the freedom to determine their own 
guidelines and policies for granting equivalency, and they are not required to do so at all. 
(Most colleges will have some sort of “Statement of Equivalency” form on their 
employment website to download and fill out.) Thus procedures, what is considered 
equivalent, and processes for determining equivalency are determined by each 
district/school/division/ department. For example, Rio Hondo College’s Counseling 
Division requires 24 units of counseling-related coursework and internships as part of 
determining equivalency. Whereas Mt. San Antonio College (its neighbor school) has an 
equivalency process for most departments, but the Counseling Division policy is to only 
grant equivalency to individuals who possess some sort of counseling license. 
Unfortunately, often times the only way you can find out if a school’s division grants 
equivalency is to ask someone within that division if they do.  
 
For applicants who don’t meet the minimum qualifications as specified by the state, most 
schools will place the greatest emphasis on formal training. So be prepared to show how 
your degree coursework is equivalent to one of the degrees listed on the ‘minimum 
qualifications’ list. Be prepared to provide a class-by-class comparison of how your 
degree is equivalent to a degree program that meets the minimum qualifications list (see 

http://www.dreams-goals.com/resources/workshops/wksh-unpredictable-future/
https://www.cccco.edu/College-Professionals/Guided-Pathways
https://education.ucdavis.edu/turning-dime?fbclid=IwAR10OuIUnlTUo1xj1AJM8a59_hJQkkBzYZnCNhq1IQgyUP6APreTvu7hn_0
https://education.ucdavis.edu/turning-dime?fbclid=IwAR10OuIUnlTUo1xj1AJM8a59_hJQkkBzYZnCNhq1IQgyUP6APreTvu7hn_0
https://education.ucdavis.edu/turning-dime?fbclid=IwAR10OuIUnlTUo1xj1AJM8a59_hJQkkBzYZnCNhq1IQgyUP6APreTvu7hn_0


Getting Hired by a Community College 

©2020 Kathleen E. High 6 Rev. 2/14/21 

below). Also be prepared to provide catalog descriptions (from the year that you took the 
classes) of those classes. Many colleges have copies of their old catalogs online so you 
can download the pages that contain the course descriptions. You should also include any 
relevant certifications/licenses/credentials. They will likely be considered, but probably 
not weighted as much as formal education.  
 
In addition, be sure to include discipline-specific work experience, actual teaching 
experience (regardless of the level), informal teaching experience (conducting 
workshops, giving presentations, student teaching, etc.) and if you have any professional 
qualifications, such as leadership, research, or speaking involvement with professional 
organizations, etc. Your total background will be considered in determining whether or 
not you meet equivalency requirements.  

 
8. Issues Specific to Community College Counseling: 

In the community college system, counselors are considered faculty, not staff, thus their 
hiring process is governed by the rules for faculty. Most of what community college 
counselors do is academic advising (help students identify majors, and select classes that 
will help them meet their goal). You will need to have a general understanding of the 
complexity involved with academic advising for diverse student goals. Documents listed 
on the website under heading: “Understanding Education” can help with understanding that 
complexity: 
http://www.dreams-goals.com/resources/documents/  

 
A good grad school program that prepares a lot of community college counselors is at Cal 
State Long Beach.  So, this is a program that you can use for your course-by-course 
comparison: 

• Program Name: “Student Development in Higher Education” 
• Master’s of Science in Counseling 
• https://www.csulb.edu/college-of-education/student-development-higher-

education  
 

9. Submitting Your Application: 
When you find job(s) for which you want to apply, set up on your computer separate file 
folders for each job applied for. You should have a separate folder for each job for which 
you apply, and label them by the school, brief job title description, month and year. That 
way when your application process gets cumbersome, you have your information 
organized and not overwhelming.  In that folder, keep everything that is specific to that 
job, including a job posting, your customized resume and cover letter, application for 
equivalency (if relevant), supplemental questionnaire (if relevant), and any supplemental 
documents they request, etc. You probably don’t need to keep separate copies of your 
transcripts, assuming they will not change. Be sure to keep a copy of the job posting. 
(Usually once a job opening has closed, the opening notice is taken down, so you will not 
have access to it.) Most of the time it can take six weeks or more before you hear from 
them, and they may ask you to discuss details listed on the job posting in the interview.  
 
Once you discover a job listing that you want to apply for do the following: 

http://www.dreams-goals.com/resources/documents/
https://www.csulb.edu/college-of-education/student-development-higher-education
https://www.csulb.edu/college-of-education/student-development-higher-education
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• Identify the application submission deadline. If there is a hard date, then take note 
of how far away it is, and thus how much time you have. If there is a specific date, 
keep in mind that colleges are usually very firm about those deadlines. Typically, the 
pile of applications will just sit until the deadline passes, the opening is closed, then 
and only then do they proceed on with processing the applications that are submitted 
before the deadline. If it says “Open until filled”, “Subject to close at any time”, or 
has some other non-committed deadline, that likely means they expect to not receive 
a lot of qualified applications. Or it may mean that it has been open for a while and 
they are having difficulty filling the position, but once they have a candidate and that 
person has been approved, they will close it.  

• Read through the posting completely and carefully. Make sure you can meet all 
the minimum qualifications. If you don’t, your application will be rejected in the first 
round. Identify any desired qualifications. Identify all submission requirements that 
need to be met, and documents (including supplemental questions) that need to be 
submitted. 

• Identify whether or not you need to do things that will require time, such as 
asking someone to submit a reference, order transcripts, and/or respond to written 
questions, etc.   

• Before starting your application package, do your research. Visit the school’s 
website. Learn about where they are located, their physical size, their mission, vision 
and goals, organizational chart (how departments/divisions are structured), how old is 
it, its history, their total student population and demographic profiles, what CTE 
programs they offer and don’t offer. Learn about their faculty, staff and management 
demographics. Read their most recent press releases. What do they brag about? Go to 
the website for the department you want to work for. Look over their staff page, find 
out who you will work with, how many and what type of students do they serve. If it 
is an academic department, what classes do they offer? Do they offer course 
descriptions? Go to their schedule of classes to find out when their classes, and how 
many sections of each, are offered. Who teaches the classes you want to teach? Read 
their mission statement. Read their meeting notes if they are available.  If you have 
worked for or attended another college, try to compare this school to the one(s) with 
which you are already familiar and get a sense of how they are different.  Use the 
information you found to help you tailor your application materials to the job.  

• Expect the application process to be very time consuming, especially if you need 
to submit an application for equivalency as well. I have spent well more than 10 hours 
on a single application many times over. Quality is far more effective than quantity of 
applications. 

• If there is a hard date and no indication of an early review process, don’t rush your 
application submission. If it is just going to sit there until the closing date, then you 
are better off taking a little extra time to do a superior job. Most schools will not 
allow changes once your application is submitted. If you need (and have the time to 
allow for revisions), then take it.  

• Don’t wait until the last minute to submit your application. Things go wrong (no 
internet, their system goes down, your computer crashes, etc.). The process can take 
longer than expected. You may discover that you need to do additional work in the 
middle of the application process. Ideally, try to submit your application about a week 
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before the due date. That way you give yourself time to do a quality job, and not 
stress over missing the deadline.  

 
1. Interviewing: 

It is common for the regular hiring process to take up six weeks or more, after the closing 
date of the job opening, for the hiring committee to directly contact those individuals 
whom they want to interview. An exception to this rule is for emergency hires, such as 
when an instructor gets another job offer 2-4 weeks before the start of the semester and 
the school needs to hire a replacement right away. In those cases, the department may be 
more informal in their process due to the emergency.  
 
Most schools are very careful in when and how they contact candidates and what they say 
to them because they are trying to treat all applicants equally. For example, many will 
only communicate with candidates via email and/or snail mail for updates and to 
schedule interviews. It is important to respect any protocol they are using because they 
are often doing what their institution, state laws, or good H.R. practices dictate.  
 
If, and when you get an interview, there are a few things you can likely expect to happen: 
 
a. Based on state education code, they are typically expected to conduct two rounds of 

interviews (primarily for tenure track positions): First is with the hiring committee. 
The second, is when they forward the committee’s top three choices to meet the 
president of the institution. Reference checks are done before candidates are advanced 
after the hiring committee interview. Adjunct or emergency hires will likely not 
require a second round.  

b. You will likely be interviewed by a hiring committee, which can be as few as two 
people or as many as 10-20 people.  The division dean (head) is officially expected to 
be the lead person in the process, but may delegate the leadership role to a department 
chair or similar lead person.   

c. In the interview, expect that they do not want you to rehash your degrees or how you 
met the minimum qualifications. The assumption is that you were already pre-
screened for meeting the minimum qualifications, so now they want to move on to the 
next step to see if you are the right person for the position. 

d. Unless you are told otherwise, be prepared to not be allowed to share or give the 
hiring committee any additional paperwork. It is expected that any supplemental 
documentation should have been submitted with your original application, and they 
cannot accept anything else because they are not allowed to consider any factors in 
the hiring process other than what their instructions allow.  

e. Because community colleges tend to have low turnover, they are more likely going to 
be looking at applicants as someone they will have to work with for the next 10-20 
years, so likeability is important. This is especially true for tenure-track positions. An 
exception to this may be when the position is definitely considered to be temporary.  

f. The administrative tasks of the hiring process may be delegated to someone in an 
administrative role. However, you will not know who is contacting you to set up the 
appointment, so don’t make any assumptions as to whether he/she is a dean, 
department chair, lead person, or administrative staff member.  
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g. Depending on the school, the position, and the department, they may have you do 
something ahead of your interview, such as respond to supplemental questionnaires. 
If this is part of the process, they will inform you ahead of time, and the process will 
be highly regulated to ensure fairness to all candidates.  

h. If you are interviewing for a faculty position, you will likely be asked to conduct a 
10-20-minute teaching demonstration as part of your interview process. This is 
spelled out in the state education code, so it is expected. I have, however, had a 
handful of situations where they did not require them due to things such as technical 
difficulties. If they require a teaching demonstration, they will give you instructions 
about what the parameters are ahead of time. Generally speaking, your presentation 
should be very formal and professional. Think in terms of your audience being the 
committee rather than actual students.  

i. If they already know you, be prepared for the likelihood that they need to treat you as 
if they don’t know you. So, don’t assume that they will give you a break, or know 
something about your background. This is done as a way to ensure fairness to all 
candidates.  

j. Prepared questions: They typically have a set of prepared, pre-planned interview 
questions created by the committee and approved by Human Resources. All 
candidates are asked the same questions. They often will give you about 5-10 minutes 
before hand to be able to read the questions and write notes for yourself. Typically, 
the committee chair person will explain the process and that the committee members 
will go around the room, taking turns asking the questions. They will take notes, 
writing down what you say. They are typically very quiet, will not say more than their 
role dictates, and are not allowed to ask additional questions unless they need to 
clarify something you said.  

k. After they ask questions, they typically (but not always) will allow you an 
opportunity to ask questions.  

l. After the process is done, the committee chair will wrap up and tell you the next 
steps. After all candidates have been interviewed, the committee gets together to 
discuss and vote on which candidates to forward to the next step. They are typically 
expected to evaluate the candidates by what they said in the interview only. So, 
answering the questions carefully is critical. Those who are advanced, will have their 
references contacted at that point. Then those candidates will receive a call or email 
to schedule the next interview.  In more informal situations, such as adjunct hires, 
they are more likely to make the job offer after only one interview.  

m. Sometimes they don’t send rejection letters/emails until after the hiring process has 
been completed. So, it could take a few months to ever hear back. More recently, 
however, schools that have automated applicant tracking systems, will notify 
applicants when they are not advanced to the next step in the process.  
 

2. Receiving a Job Offer: (Some helpful information) 
 

Salary:  Normally salary is determined based on education and experience. The salary 
ranges are typically negotiated between the district and the faculty union, and thus are not 
negotiable. You will be placed in a salary range accordingly, and will be informed what 
your base rate is when you are offered the position. Your manager will typically not 
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know your salary because that is determined by Human Resources. Most colleges have a 
grid of salary ranges, with the columns representing education, and rows representing 
experience. Typically, the first column is for individuals who meet the minimum 
education requirements. The second column is for people who possess specified 
additional formal education units beyond the degree that determines minimum 
qualifications. The third column is for individuals who possess a higher level of 
education beyond the minimum. For some districts/schools that third column may be 
reserved exclusively for individuals who possess a Ph.D. The interesting thing about this 
process is that the additional education does not need to be in the discipline for which you 
are being hired. So, for example, a person who possesses two different master’s degrees 
in different disciplines could get paid more because of that non-related degree.  
 
Most colleges have their salary schedule listed on their Human Resources website and 
they are accessible to the public. So, you can compare different districts’ salary schedules 
to see the differences in pay.  
 
Pre-Employment Hiring Documentation and Requirements: When you accept the 
position, you will be directed to the HR representative to process your new-hire 
paperwork. In addition to typical documentation you need to provide (i.e. ID, right to 
work, Social Security card, etc.) you will also be asked to bring in official copies of your 
transcripts (discussed earlier). If you have ever worked for institutions that provided 
retirement benefits such as CalPERS or CalSTRS, they may ask you to bring in 
information for that so they can report your earnings to your existing account instead of 
creating a new one. The education code also requires all employees provide proof of 
having Tuberculosis (TB) test clearance every five years. If you already have it for 
another job, you can provide that – as long as it is less than five years old. Some schools 
will allow you to do the testing through their student health center at no cost.  You will 
also likely be fingerprinted or need to provide finger printing from an outside source, at 
your own expense. 
 
Other Helpful Resources: 
 

Mt. San Antonio College - Professional Organizational Development: 
“Articles, Websites, And Links to Career & Job Search Advice” for 
individuals hoping to obtain full-time community college positions: 
https://www.mtsac.edu/pod/resources/adjunctfaculty/jobsearch/adviceforthejobsea
rch.html 
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