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Initial Meeting – Getting Started

Attendees:
	     

	Absent:       


	Topic
	Discussion
	Action/Accountability

	Meeting Agenda


	     
	     

	Introduction of Search Committee Members and identification of gender and ethnicity


	Names, gender and ethnicity code
	Example:  Search Coordinator to enter into requisition

	Hiring Authority Directions/Charge 
	Key hiring criteria and deliverable of committee (strengths & weaknesses Or finalist)
	     

	Confidentiality and Diversity


	Often covered by Faculty HR representative
	     

	Interview Process


	Telephone, campus, exercises, testing, written samples, presentations, etc.
	Example:  Search chair distribute list of interview questions for review and input by the committee 

	Announcement/Job Description
	Finalize text of announcement on website, brief ad and any other versions to be utilized.  Also includes review of minimum and preferred qualifications for the benefit of the committee.
	Should include job details, opportunities and any travel/weekend requs.  Brief add:  For full details, requirements and online application visit http://jobs.unr.edu/professional/.  AA/EOE Women and under-represented groups are encouraged to apply.

	Formal Sourcing Strategy
	Should include minimum of two additional website or print ad placements with one targeting a diverse audience.  Also, 15 professional contacts (could be a listserve).
	Example:  Search Coordinator to place ads,   committee member A to identify x outreach contacts, etc. etc. 



	Application Process – Attachments & Supplemental Questions
	Example:  Ask applicants to attach:   Resume/CV, Letter of Application/Cover Letter, Names and addresses of 3 references     Supplemental Questions:  Do you have a bachelor’s or higher degree from a regionally accredited institution?
	Example:  Search Coordinator will add this information to the requisition

	Rating Sheet
	Is a draft available - if so review.
	If no draft is available, assign committee member with responsibility to develop and deadline to do so.

	Timeline
	Requisition to be entered and approved, Close date, Committee Meeting for interview selection, Telephone Interviews, Campus Interviews
	Search Chair to distribute the timeline/dates agreed upon by the committee.

	Summary of Action Items
	Summarize all key activities and whom they depend upon.  All committee members should have some responsibility whether it be for outreach, telephone interviewing, rating sheet draft, interview question draft, job description draft, etc.
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Applicant Evaluation Meeting
Attendees:

	     

	Absent:       


	Topic
	Discussion
	Action/Accountability

	Meeting Agenda


	     
	     

	Identify/Eliminate Applicants that Did Not Meet Minimum Qualifications
	     
	     

	Identify/Eliminate Any Applicants with Incomplete Materials
	     
	     

	Review and Sort Applications
	Identify those that are not selected and the reason, identify alternates, identify those to move forward in the process.
	     

	Interview Process
	Define process, questions, presentations, written testing, etc. if not previously done.
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Interview Discussion Meeting
Attendees:

	     

	Absent:       


	Topic
	Discussion
	Action/Accountability

	Meeting Agenda


	     
	     

	Review and Sort Candidates
	Identify those that are not selected and the reason, identify alternates, identify those to move forward in the process.
	Search Coordinator submits request for Second Interview to HR

	Campus Interview
	What would you like to do to evaluate candidates and host candidates.
	Schedule meetings with appropriate individuals and committees, facilitate tours, schedule appointment with UNR Benefits, 
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Request to Offer/Recommendation Meeting
Attendees:

	     

	Absent:       


	Topic
	Discussion
	Action/Accountability

	Meeting Agenda


	     
	     

	Discuss Strengths and Weaknesses of Finalists
	Identify those that are not selected and the reason, identify alternates, identify those to move forward in the process.
	Recommendation made by Search Chair to the hiring authority

	References
	     
	Who is to check them?
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Additional Meeting (Use as Needed)
Attendees:

	     

	Absent:       


	Topic
	Discussion
	Action/Accountability

	     

	     
	     

	     

	     
	     

	     

	     
	     

	     

	     
	     

	     

	     
	     

	     

	     
	     

	     

	     
	     


