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Staff Search Committee Guide
II. Tips on Forming a Search Committee

· The size of the committee should reflect the importance of the vacant position (the more important the position, the greater the number of committee members).
· Attempt to form a diverse committee in terms of gender and race.

· Appoint a committee chair who holds a position at the same level or higher level than the vacant position

· Attempt to appoint committee members who have performed or held the vacant position or a similar position.

· Appoint members from the HR department, the Affirmative Action Office, or both on a case by case basis.

· Determine whether each potential appointee has sufficient time to devote to search committee responsibilities.
II. Committee Chair Duties

· Task the committee with its charge.  Explain the nature of the position, the timeline, the committee members role and the final objective.

· Serve as liaison between the committee, hiring authority and Human Resources.
· Call and chair meetings

· Ensure proper records and meeting minutes are maintained properly.
· Coordinate administrative and logistical support.
· Serve as lead person for candidates on campus.
· Coordinate the efforts of all committee members.
· Perform other duties as requested by hiring authority.
III. Committee Member Duties

· Help to attract, identify and contact a diverse applicant pool.
· Attend all scheduled meetings.
· Screen all applicants.
· Participate in the interview process.
· Check references.
· Maintain appropriate confidentiality about search committee proceedings.
· Help with other duties as assigned by chairperson.
If you have any question regarding the Search Committee Process, please call the Staffing Department at 229-2722 and/or the Office of Affirmative Action at 229-4211.  Thank you!
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