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Poreroed: 



¶ The Dean of the Library may approve the inclusion of one staff member in the place of a 

faculty member; 

¶ Search Committee 



o Ensure that Dean is updated on the progress of search and screening process; 

o Prepare and lead the semi-finalists interviews, including consultation with HR recruiter 

on interview questions and on best practices for ascertaining candidates’ commitment to 



 
 

  

 

DEPARTMENT XXXXX FACULTY SEARCH 

      

Search Committee 
Members: 

Faculty 1 faculty1@email  

  Faculty 2 faculty2@email  

  Faculty 3 faculty3@email  

     

Department Chair: Department Chair deptchair@email  

Search Committee Chair: Search Chair (if not the same as Department Chair) searchchair@mail 

Search C.Administrative 
Assistant: 

School Assistant assistant@email  

School/Library Dean: Dean dean@email 

HR Faculty Hiring: HRperson hrperson@email 

      

Timeline (start dates may 
vary) 

Activity  Responsibility 

August XX 202X RPA created, submitted and approved  
Department Chair, 
Dean, HR, Provost 

August XX 202x 
Department Chair develops search committee members and informs 
Dean of committee members  

Department Chair 
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mailto:deptchair@email
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mailto:assistant@email
mailto:dean@email
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December - January 202X Committee Chair reviews search criteria and timeline with Dean  
Search Committee 
Chair and Dean 

January XX 202X Applications close/HR pulls applicant pool HR 

January XX 202X 
HR, Provost and Dean review diversity of applicant pool; if deemed to 
be insufficiently diverse, appropriate steps to build a diverse pool will 
be taken 

HR, Provost and 
Dean 

January - February 202X 
Applicant pool is reviewed/screened by Search Committee using  1st set 
of criteria. List of applicants is recommended to move to Zoom 
interviews. 

Search Committee 

February XX 202X Committee Chair meets with Dean to present list of applicants  
Search Committee 
Chair 

January 202X 
Search Committee reviews applicants to recommend semifinalists for 
Zoom interviews 

Search Committee 

January XX 202X Committee Chair meets with Dean to present list of semifinalists 
Search Committee 
Chair 

January - February 202X Assistant contacts semifinalists and schedules Zoom interviews 
Administrative 
Assistant 

January - February 202X 
Interview criteria sheets are distributed, and committee prepares for 
Zoom interviews 

Search Committee 
Chair,  
Search 
Committee, 
Administrative 
Assistant 

January - Febraury  202X Semifinalist Interview Week (Zooms) 
Search Committee 
Members 

February 202X 
Search Committee scores each semifinalist (per the criteria and agreed-
upon process) 
Committee Chair and  Assistant compile data 

Search Committee 
Chair, 
Administrative 
Assistant 

February 202X 
Committee meets to discuss Zoom interviews, scores and 
recommendations for finalists 

Search Committee 

February 202X Committee Chair meets with Dean and presents recommended finalists. 
Search Committee 
Chair



March  202X Finalists Interview Week  

Search 
Committee, 
Department 
Faculty, Dean, 
Cadets 

March  202X 


