Search Committee Checklist
 

Thank you for your service to University of Nevada, Reno in volunteering for this search committee.  The search committee plays in important role in the search process to introduce different opinions and a diversity of backgrounds into the advertising/outreach and evaluation process.  By tasking a committee with the following actions, the University ensures the best hire is made without regard to individual preferences, biases or existing relationships.   The success of the University in meeting its ambitious goals is dependent upon hiring the very best.   Your contributions to this process are highly valued.
· Review and finalize announcement formats (web, print, listserve) 

· Participate in development of advertising, outreach, listserve and personal contacts to get the job posting in front of the broadest and most diverse audience 

· Make outreach contacts agreed upon 

· Review timeline 

· Meet with hiring authority to determine what deliverable of committee is:  selection, strengths and weaknesses, ranking, etc. 

· Determine what supplemental questions are appropriate for the application process 

· Develop list of required and optional attachments (applicant materials) for the application process 

· Assign points and or disqualifying designation to supplemental questions 

· Develop a rating sheet 

· Determine who will evaluate applicants for minimum qualifications - full committee or who in a sub-committee 

· Evaluate applicants for minimum and preferred qualifications/complete rating sheets 

· Comply with OFCCP to ensure due consideration for under represented groups 

· Assign who will conduct telephone interviews - full committee or who in a sub-committee 

· Design telephone interview questions 

· Meet to review applicants that meet minimum qualifications, review rating sheets, incorporate affirmative action information and select those for telephone/first interview 

· Conduct telephone interviews 

· Design campus interview with job related exercises, presentations, lectures, testing and behavior- based interview questions 

· Identify directors, managers, peers, subordinates, students, etc. that will be involved in the campus interview process 

· Meet to review results of telephone interviews and select those for second/campus interview 

· Meet to review results of campus interview and develop strengths and weaknesses on applicants 

· Make recommendation or summary of strengths and weaknesses to hiring authority 

· Check references (may be handled by chair or hiring authority)
UNR
Page 1
4/25/2006

