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The��purpose��of��this��Guide��is��to ��help��Search��Committees:������

��

�9 Attract��a��broad��range��of��qualified��applicants��

��

�9 Identify��the��most��highly��qualified��candidate(s)����

��
�9 Complete��searches��efficiently��and��effectively��

��
�9 Provide��fair��and��equitable��treatment��in��search��and��selection.��

��

There��are��several��reasons��why��conducting��effective��searches��is��a��CUNY��priority.������

Recruiting��and��selecting��employees��is��critical.� � � � � �The��skills,��expertise,��and��dedication��of��our��

faculty��and��staff��are��key��to��CUNY’s��success��and��there��are��negative��consequences��if��a��newly�æ

selected��colleague��is��a��poor��fit, ��lacks��necessary��qualifications,��or��resigns��early��in��his/her��

employment.����������

Recruiting��is��resource�æintensive.� � � �Over��the��course��of��a��year,��CUNY��conducts��hundreds��of��

searches��for��faculty,��executives,��administrators,��and��support��staff.� � � � � �Vacancies��can��be��

advertised��widely,��sometimes��at��substantial��cost.� � � �Search��Committees��are��composed��of��

professionals��for��whom��recruiting��is��only��one��of��many��commitments.������

CUNY’s��reputation ��is��impacted��by��candidates’��experiences.����Today’s��media��allow��for��broad��

distribution��of��our��job��postings;��they��also��enable��candidates��to��share��their��observations,��

positive��or��negative,��with��others.� � � �Additionally,��highly�æqualified��candidates��may��base��the��

decision��to��take��a��job��with��CUNY��partially��on��their��experience��during��the��search��process.��������
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Search��Process��Checklists��

��

Each��search��has��unique��challenges��and��not��every��search��will��follow��exactly��the��same��path.����
However,��it��is��useful��to��understand��typical��roles��and��activities��performed��by��many��Search��
Committees.��������

��

�9 Roles��and��Responsibilities��
��

�9 Search��Process��Flowchart��
��

�9 Characteristics��of��a��Successful��Search� � � �
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� � � � � � � � � � � � � � � � � �Chapter��1��–��Guiding��Principles��

��

Roles��and��Responsibilities��

Timing��

Confidentiality��

Encouraging��Diversity��and��
Combatting��Bias��

��
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future��candidates��and��networking��with��colleagues��in��order��to��net��the��broadest��possible��pool��of��job��
applicants.����������

Often,��a��major��factor��candidates��consider��in��whether��to��take��a��position��is��the��quality��of��
communications��along��the��way.������Search��Committee��members��represent��their��College��or��Unit,��and��as��
such��should��act��professionally.����They��should��treat��candidates��with��respect��and��provide��accurate��
information��and��project��a��positive,��welcoming��attitude.������

Search��Committee��members��generally��do��not��make��a��hiring��decision,��negotiate��salary��or��employment��
terms,��or��conduct��detailed��background��investigations.����The��Search��Committee’s��participation��usually��
ends��with��the��identification��of��finalists.����������

��
� � � �







Chapter��1��–��Guiding��Principles�� Page��5��
��

Summary��of��Roles��and��Responsibilities��in��the��Search��Process��

��
Phase�� Activity �� Search��

Committee��
Hiring��

Manager��
Other��

Participants������

K
ey��

C
oncepts��

��
Understand��guiding��policies��and��practices��

 
�‹ 

 
�‹��
��

 
�‹��

P
lanning��

��
Define��Position��

Develop��Recruiting��Plan��
Obtain��Approvals��

Post��Job��and��Advertisements��
Collect��Applications��

Select��Search��Committee��
Charge��Search��Committee��

Search��Committee��Planning��
��

��
��
��
��
��
��

�‹ 
�‹ 
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��

S
creening��

��
Review��and��certify��candidate��pool��

Initial��Screening��
Select��Highly�æQualified��Candidates��

��
��

�‹ 
�‹��

��  
�‹��

Interview
ing

��and��
S

electing��

��
Interview��Candidates��

Select��Finalists��
Additional��Interviews��

Final��Selection��
Obtain��Approvals��

Employment��Application��/��Verification��
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C
oncluding��the

��
S

earch��
��

Make��Job��Offer��
“Sell”��Candidate��

Hiring/Onboarding��
Evaluate��Success��

��
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Chapter��2���æ��Planning��

��

Charge��by��the��Chief��Diversity��
Officer��

While��The��Posting��Is��Open��

� � � �
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��

��
At��this��meeting,��or��at��another��time,��members��will��have��the��opportunity��to��receive��an��orientation��on��
using��the��CUNYfirst��system��to��perform��some��recruiting��tasks.��
��

��
Setting��Ground��Rules��
��
The��Search��Committee��Chair��should��lead��a��discussion��covering��roles,��responsibilities,��and��
expectations.��
��
��

Discussion��Points��for��Search��Committees��
��

�9 What��are��the��goals��and��desired��outcomes?��
��

�9 What��are��the��rules��of��discussion;��how��will��disagreements��
��outcomes?discussion
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��

Establishing��Screening��Criteria��
��
By��establishing��screening��criteria��prior��to��reviewing��applications,��the��Search��Committee��reduces��the��
potential��for��bias.����The��Search��Committee��should��define��and��document:��
��

�9 Criteria��to��be��used��in��evaluating��applications��and��the��evaluation��methods��
��

�9 Proposed��interview��questions.������
o If��there��will��be��more��than��one��round��of��interviews,��such��as��a��phone��screen��

followed��by��a��meeting��with��the��Committee,��there��may��be��more��than��one��set��of��
questions.������

��

Guidelines��for��screening��are��described��in��Part��3��(Screening);��designing��interview��questions��is��discussed��in��
Part��4��(Interviewing��and��Selecting).��

��

Setting��Schedules��

The��charts��on��the��next��pages��illustrate��

�9 A��Search��Process��Flowchart��
��

�9 Key��Activities��(Scheduling��Planning��Tool).��

The��Chief��Diversity��Officer��may��provide��examples��that��are��customized��to��your��College,��Department,��
or��particular��search.������

The��sooner��the��Committee��is��able��to��schedule��key��dates,��the��better��able��they��will��be��able��to��
accommodate��the��schedules��of��committee��members��and��reserve��resources,��such��as��meeting��rooms.����
Search��Committee��members��should��bring��their��calendars��to��the��initial��meetings��and��be��prepared,��at��a��
minimum,��to��schedule��dates��for��the��initial��screening(s)��and��potential��interview��dates.������
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��

Search��Process��Flowchart��
��
��

��
� � � �
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Chapter��3���æ��Screening����

��

When��the��Posting��Closes��

Initial��Screening��Process��

� � � �
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Decision�æMaking��in��the��Initial��Screening��

The��following��chart��summarizes��common��situations��and��recommended��actions.��

Situation�� Recommended��Action��

Is��Candidate’s��application��in��CUNYfirst��
responsive��to��the��job��posted?��

�x Includes��all��requested��items��
��
�x Is��an��application��for��your��position,��
and��not��some��other��position��(or��no��
position��in��particular)��
��

If��No���æ��Cannot��consider��further.������

In��addition��to��applications��without��requested��
information��from��the��candidate,��other��examples��of��
unresponsive��applications��include��solicitations��
unrelated��to��employment,��applications��for��positions��
other��than��what��was��posted,��or��applications��that��are��
defamatory.����������

��If��there��are��multiple��applications��from��the��same��
person,��they��should��be��consolidated��and��considered��
only��once.��

Did��Candidate��submit��all��additional��
requested��materials��outside��of��CUNYfirst?��

��

Committee��decision��based��on��type��of��materials��and��
whether��a��follow�æup��is��appropriate��(could��materials��
have��been��sent��to��the��Department��and��misplaced?)��

Does��Candidate��have��the��minimum��
degree��requirements��for��the��position?��

��

If��No���æ��Cannot��consider��further.��Special��
considerations��may��apply��for��those��faculty��applicants��
whose��Ph.D.��degree��is��about��to��be��awarded.��

Does��Candidate��have��the��minimum��
certifications/licenses��for��the��position?��

If��No���æ��Cannot��consider��further.��

Does��Candidate��have��the��minimum��work��
experience?��

If��No���æ��Cannot��consider��further.��

Is��work��experience��relevant��to��the��
position?��

If��relevant��experience��was��required,����

If��No���æ��Cannot��consider��further.��

Does��Candidate��meet��the��preferred��
qualifications?��

If��Yes��–��these��should��be��the��candidates��considered��for��
interviews.������

If��there��are��insufficient��candidates��who��meet��
preferred��qualifications,��consult��with��the��Chief��
Diversity��Officer.��

��

� � � �
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Identifying��Highly�æQualified��Candidates��

During��the��planning��phase,��the��Search��Committee��identified��an��approximate��number��of��candidates��
they��could��interview.����There��is��no��requirement��that��the��Committee��interview��all��qualified��candidates��
(e.g.,��if��there��are��fifteen��candidates��that��meet��all��preferred��qualifications,��the��Committee��may��decide��
upon��a��reasonable��number��to��interview).��

��

Issues��to��Consider��in��Identifying ��Candidates��for��Interviews��
��
Cover��Letter��and��Resume:��clarity��and��relevance��

�9 Does��the��applicant��relate��their��qualifications��to��aspects��of��the��position?��
�9 Are��they��clearly��written,��and��proofread?��
�9 Does��applicant��demonstrate��he/she��understands��the��position?��

Relevance��of��Prior��Experience��

�9 Level��of��responsibility��
�9 Role��in��organization��
�9 Achievements��
�9 Skills��developed��and��demonstrated��

Scope��of��Prior��Experience��

�9 Does��the��applicant’s��prior��experience��reflect��a��range��of��the��job’s��duties,��
or��only��some��aspects��of��the��job?��

�9 Does��the��applicant��provide��specific��examples��and��achievements?��
��
The��content��of��additional��requested��materials��

Additional��considerations��for��faculty��positions��

�9 Sub�ædiscipline(s)����
�9 Research��agenda��and��alignment��with��departmental��activities��
�9 Reference��letters��submitted��with��application��
�9 Teaching��and/or��mentoring��experience��
�9 Flexibility��to��teach��courses��in��more��than��one��sub�ædiscipline��
�9 Familiarity��with��instructional��technologies����
�9 Experience��working��with��students��from��diverse��backgrounds.��

��

��

The��Committee��documents��its��decisions��including��reasons��any��qualified��applicant��was��not��considered��
further.������
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Question�� Purpose��

..What��steps��did��you��take��

..What��were��the��obstacles/challenges��

..What��was��the��outcome��

..What��could��have��been��done��better?��

How��do��you��evaluate��whether��your��efforts��have��
been��successful?��

��

Demonstrates��candidate’s��thought��process��in��
evaluating��and��improving��upon��his/her��own��
efforts.��

Can��you��describe��the��training��and��experience��you��
have��had��in��______________?��(insert��an��area��of��
expertise��related��to��job)��

Allows��candidate��to��detail��their��areas��of��technical��
expertise.��

What��do��you��consider��the��most��important��trends��
in��___________?��(insert��an��area��of��expertise)����How��
do��you��stay��current��in��your��field?��

Demonstrates��candidate’s��overall��understanding��
of��subject��area��and��their��efforts��to��maintain��
current��skills.��

How��would��you��describe��your��experience��with��
using��technology��to��conduct��your��work��(teaching,��
managing,��processing��transactions,��etc.)?��

Allows��candidate��to��discuss��their��capabilities��in��
using��technology��appropriate��to��the��position.������

Can��you��give��examples��of��situations��that��
demonstrate��your��capabilities��as��a��manager��or��
supervisor?��

For��this��question,��it ��may��make��sense��to��describe��
some��typical��management��scenarios.��

Please��describe��your��philosophy��about��_________��
(insert��an��aspect��of��job)��and��describe��how��you��
applied��those��values.��

��

Could��cover��teaching,��managing,��project��
management,��customer��service,��strategic��
planning,��advising��and��mentoring,��research��

Can��you��give��examples��of��situations��in��which��you��
provided��advice��or��guidance��to��others��about��
__________?��(insert��an��area��of��expertise)��

Allows��discussion��of��influencing��and��consulting��
skills.��

Can��you��give��examples��of��situations��in��which��you��
collaborated��effectively��with��individuals��in��
different��functions��in��your��organization?��

For��this��question,��it ��may��make��sense��to��describe��
some��typical��scenarios��relevant��to��the��position.��

Can��you��provide��examples��of��situations��in��which��
you��…��

Taught��or��worked��with��a��diverse��student��group?������

Worked��with��large��groups��of��students��and/or��

Covers��highly��important��aspects��of��working��at��
CUNY.������
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Since��some��candidates��visit��from��out�æof�ætown,��they��may��expect��assistance��with��travel��arrangements��
and��reimbursements.����It’s��useful��to��provide��forms��and��documents��needed��to��collect��data��for��the��
college��to��process��reimbursement��requests��ahead��of��time��so��that��there��is��no��misunderstanding��about��
what��information��is��needed.��

For��a��job��talk,��candidate��should��be��advised��on��the��format,��duration,��and��range��of��topics��in��advance.��
This��session��is��usually��evaluated��by��those��in��attendance,��who��may��be��asked��to��provide��a��written��
evaluation��(those��evaluations��must��reflect��the��University’s��EEO��and��other��guidelines).��

��

Additional��Issues��for��Administrative��Searches��

It��is��common��for��finalists��to��return��for��additional��interviews.����They��may��meet��with��the��Hiring��Manager��
or��other��managers,��and��meetings��may��be��scheduled��with��potential��colleagues��and��subordinates.����
These��interviews��tend��to��be��more��in�ædepth��and��can��be��technical��in��nature.����They��also��serve��to��show��the��
candidate��the��day�æto�æday��working��environment��and��relationships��they��might��have��if��they��take��the��
position.��If��possible,��try��to��schedule��all��remaining��interviews��during��a��single��visit.��������

��

��

� � � �
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Identify ��Finalists��

In��its��initial��meetings,��the��Search��Committee��determined��the��criteria��for��identifying��finalists,��and��
approximately��how��many��finalists��it��expected��to��identify.����This��is��the��Search��Committee’s��most��critical��
decision.��������

��Search��Committee��Deliberations��

�9 The��process��should��be��consistent��with��decisions��made��in��the��planning��
phase��on��selection��criteria��

��
�9 Discussions��should��reflect��a��commitment��to��minimizing��bias.����
��
�9 All��Search��Committee��members��must��participate��fully��in��the��

discussion,��and��the��candidacy��of��all��of��those��interviewed��should��be��
discussed.����All��Search��Committees��should��contribute��by��providing��
their��observations��of��each��candidate��interviewed.����������

��
�9 This��discussion��should��take��place��only��after��all��interviews��are��

completed,��and��should��take��place��soon��after��the��interviews.��
��
�9 If��any��ranking��or��rating��system��is��applied,��it��should��be��applied��

consistently��to��all��candidates.��
��
�9 If��there��is��a��need��for��additional��information,��the��Search��Committee��

Chair��can��designate��a��Committee��member��to��contact��a��candidate��with��
clarifying��follow�æup��questions;��however,��entirely��new��questions��should��
not��be��introduced��unless��there��is��agreement��to��follow��up��with��all��
candidates��interviewed.����An��example��of��a��clarifying��question��might��be��
to��review��the��kinds��of��technologies��with��which��the��candidate��is��
familiar��or��to��verify��specific��details��on��a��resume.��

��
�9 Search��Committee��members��should��come��to��an��agreement��as��a��group. 
��
�9 The��Committee��should��document��its��finalist��recommendations��on��the��

Applicant��Flow��Log.��

��

In��rare��cases,��the��Search��Committee��could��reach��this��point��without��being��able��to��recommend��any��
candidate,��or��a��sufficient��number��of��finalists.������The��Chief��Diversity��Officer��should��be��consulted.����One��
issue��will��be��whether��there��are��others��in��the��candidate��pool��that��the��Committee��would��consider��
qualified��and��could��interview.����Another��option��might��be��to��re�æopen��the��search.��

��
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Chapter��5��–��Concluding��the��
Search��

At��the��Conclusion��of��the��Search��

Making��a��Case��for��CUNY��

Final��Thoughts��

��

��
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Candidates��who��are��Not��Selected��

The��College��must��contact��candidates��who��were��not��selected��and��have��not��yet��been��notified.����How��
this��is��done��depends��on��the��circumstances,��but��in��nearly��all��cases,��candidates��should��receive��
written��acknowledgement.������

Ideally,��candidates��who��did��not��pass��the��initial��screen��and��were��not��selected��for��an��interview��will��
have��already��been��contacted��and��thanked��via��email��using��one��of��the��standard��messages��available��
in��CUNYfirst.��

For��those��who��have��been��interviewed,��you��may��take��a��more��personal��approach.����Standard��
messages��in��CUNYfirst��can��be��tailored��to��provide��a��personalized��written��communication.����The��
Search��Committee��Chair��and/or��Hiring��Manager��may��also��telephone��the��candidate��if����appropriate��
(generally��candidates��whom��the��Committee��met��in��person).������

Anyone��speaking��to��a��candidate��who��has��not��been��selected��should��not��share��the��details��of��the��
deliberation��resulting��in��the��decision��not��to��hire.��������The��following��messages��are��appropriate��and��
recommended:��

�9 The��fact��that��they��have��not��been��selected.����While��this��is��a��difficult��
message,��it��should��be��stated��unambiguously.��

��
�9 You��may��share��the��outcome��of��the��search��only��in��general��terms,��either��

that��another��candidate��has��accepted��an��offer��or��that��the��search��has��been��
cancelled,��postponed,��or��revised.������

��
�9 We��appreciate��the��investment��they��have��made��in��CUNY��and��in��this��

position��and��sincerely��thank��them��for��their��time.����They��may��want��to��
continue��to��consult��CUNY’s��jobs��sites��for��future��vacancies.������

��

�9 We��wish��them��success��in��their��future��endeavors.������

� � � �
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Final��Thoughts��

��

It’s��clear��from��the��scope��of��the��material��in��this��manual��that��membership��in��a��Search��Committee��is��
an��important��responsibility.����While��it��can��be��time�æconsuming,��and��occasionally��challenging,��we��
hope��you��also��find��it��to��be��rewarding.������������

Search��Committee��members��have��found��there��are��personal��and��professional��rewards��to��
participating��in��a��search.������

��
Benefits��to ��participating ��on��a��Search��Committee��
��
�9 Opportunity��to��make��new��professional��connections��through��working��with��

other��Search��Committee��members��
��
�9 Learn��something��new��about��the��profession,��fields��of��study,��and��the��concerns��

of��today’s��job��candidates����
��
�9 Appreciate��how��critical��an��effective��search��process��is��to��the��success��of��their��

College��or��unit������
��
�9 Conduct��more��effective��searches��in��the��future,��and��counsel��others��on��

effective��search��practices��
��
�9 Better��appreciate��the��value��of��diversity��and��inclusion��and��the��importance��of��

combatting��bias,��often��unintended,��in��the��search��process.��
��

��

Above��all,��you��have��contributed��to��the��future��of��CUNY��in��a��very��impactful��way.������We��hope��you��have��
benefitted��from��the��process��and��we��thank��you��for��your��efforts.��

��


