Search Committee Check List

· Review search policy and process and associated documents

· Prepare for and attend all search committee meetings

· Create a meeting schedule

· Create a recruitment plan, identifying advertising and recruiting sources 
· Forward recruitment recommendations to the division/department chair or hiring manager

· Maintain the university policy that only on-line applications are accepted (Apply to:  employment.govst.edu)
· Develop letters to the applicants for status update and post-interview letters

· Develop screening and interview criteria, along with forms for applying the criteria and interview questions
· Submit the screening and interview criteria and forms to the Diversity Officer for review

· Receive the guest user login and password from Human Resources

· Review applications implementing the established criteria fairly, consistently, and confidentially
· Conduct telephone interviews, if necessary

· After the Diversity Officer has reviewed the search, arrange the interviews, create an interview schedule, and review the interview screening materials already developed

· Conduct the interviews (See “Tips for Conducting the Interview”)
· Submit an unranked list of the interviewees, noting strengths and weaknesses, based on committee feedback

Comments/Notes:

