


The purposeof this Guideisto help SearchCommittees:

9 Attract abroadrangeof qualifiedapplicants

9 Identify the most highly qualifiedcandidate(s)

9 Completesearchesfficiently and effectively

9 Providefair and equitabletreatment in searchandselection.

Thereare severalreasonswhy conductingeffective searchess a CUNYpriority.

Recruiting and selecting employeesis critical. The skills, expertise,and dedication of our
faculty and staff are key to CUNY’ssuccessand there are negative consequencesf a newly ae
selected colleagueis a poor fit, lacks necessaryqualifications, or resigns early in his/her

employment.

Recruiting is resourcea@tensive. Over the courseof a year, CUNY conducts hundreds of
searchesfor faculty, executives, administrators, and support staff. =~ Vacanciescan be
advertised widely, sometimes at substantial cost. Search Committees are composed of

professionalgor whom recruitingis only one of many commitments.

CUNY’sreputation is impacted by candidates’ experiences. Today’smediaallow for broad
distribution of our job postings; they also enable candidatesto share their observations,
positive or negative, with others. Additionally, highly gpialified candidatesmay base the

decisionto take ajob with CUNYpartially on their experienceduringthe searchprocess.










SearchProcessChecklists

Eachsearchhasuniquechallengesandnot everysearchwill follow exactlythe samepath.
However,it isusefulto understandtypical rolesandactivitiesperformedby many Search
Committees.

9 Rolesand Responsibilities
9 SearchProcessFlowchart

9 Characteristicsof a SuccessfulSearch
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Rolesand Responsibilities
Timing
Confidentiality

EncouragingDiversityand
CombattingBias







future candidatesand networking with colleaguesn orderto net the broadestpossiblepool of job
applicants.

Often, amajorfactor candidatesconsiderin whetherto take a positionisthe quality of
communicationsalongthe way. SearchCommitteemembersrepresenttheir Collegeor Unit, andas
suchshouldact professionally. Theyshouldtreat candidateswith respectand provideaccurate
information and projecta positive,welcomingattitude.

SearchCommittee membersgenerallydo not makea hiring decision,negotiate salaryor employment
terms, or conductdetailedbackgroundinvestigations. The SearchCommittee’sparticipationusually
endswith the identification of finalists.
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Summaryof Rolesand Responsibilitiesn the SearchProcess

Phase Activity Search Hiring Other
Committee Manager Participants
0O
% § Understandguiding policiesand practices « < <
g <
(%]
DefinePosition < <
DevelopRecruitingPlan ¢ ¢
§ Obtain Approvals ¢ ¢
= PostJoband Advertisements i
5 CollectApplications )
< SelectSearchCommittee < ) )
ChargeSearchCommittee <
SearchCommittee Planning <
w
% Reviewand certify candidatepool ¢
® Initial Screening <
g SelectHighly gualifiedCandidates «

InterviewCandidates
SelectFinalists S
Additional Interviews
FinalSelection

Bunosjes
pue Buimainiaiu|

Obtain Approvals ¢ <
EmploymentApplication/ Verification ¢

(@)

e Make JobOffer <
Lo “Sell’ Candidate < < ¢
2o Hiring/Onboarding < ¢
o > < < <
> Q EvaluateSuccess

=

®
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Chapter2 Bdanning

Chargeby the ChiefDiversity
Officer

While ThePostinglsOpen







At this meeting, or at anothertime, memberswill havethe opportunity to receivean orientation on
usingthe CUNYfirstsystemto perform somerecruitingtasks.

Setting GroundRules

The SearchCommittee Chairshouldleada discussiorcoveringroles,responsibilitiesand
expectations.

DiscussionPoints for SearchCommittees
9 Whatarethe goalsanddesiredoutcomes?

9 Whatarethe rulesof discussionhow will disagreements
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EstablishingScreeninoCriteria

By establishingscreeningcriteria prior to reviewingapplications the SearchCommitteereducesthe
potential for bias. The SearchCommittee shoulddefineanddocument:

9 Criteriato be usedin evaluatingapplicationsandthe evaluationmethods
9 Proposednterviewquestions.
o Iftherewill be morethan oneroundof interviews,suchasaphonescreen

followed by a meetingwith the Committee,there may be more than one setof
guestions.

Guidelinedor screeningredescribedn Part 3 (Screening)jesigningnterviewquestionssdiscusseth
Part4 (Interviewingand Selecting).

Setting Schedules

Thechartsonthe next pagesillustrate

9 A SearchProcesdlowchart

9 KeyActivities(Scheduling?lanningTool).

TheChiefDiversityOfficer may provideexamplesthat are customizedto your College Department,
or particularsearch.

Thesoonerthe Committeeisableto schedulekey dates,the better ablethey will be ableto
accommodatethe schedulesof committee membersandreserveresourcessuchasmeetingrooms.
SearchCommittee membersshouldbring their calendardo the initial meetingsandbe prepared,at a
minimum, to scheduledatesfor the initial screening(sand potential interview dates.
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SearchProcesd-lowchart
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Chapter3 &xreening

Whenthe PostingCloses

Initial ScreeningProcess










Decisiondakingin the Initial Screening

Thefollowing chartsummarizescommonsituationsandrecommendedactions.

Situation

RecommendedAction

IsCandidate’sapplicationin CUNYfirst
responsiveto the job posted?

X Includesall requesteditems

x  Isanapplicationfor your position,
andnot someother position (or no
positionin particular)

If No &annotconsidefurther.

Inadditionto applicationswithout requested
informationfromthe candidate ptherexamplef
unresponsivapplicationsncludesolicitations
unrelatedto employmentapplicationgor positions
otherthan what wasposted,or applicationghat are
defamatory.

If therearemultipleapplicationdromthe same
personthey shouldbeconsolidatecand considered
onlyonce.

Did Candidatesubmitall additional
requestedmaterialsoutsideof CUNYfirst?

Committeedecisiorbasedontype of materialsand
whetherafollow apisappropriatgcouldmaterials
havebeensentto the Departmenandmisplaced?)

DoesCandidatehavethe minimum
degreerequirementsfor the position?

If No &annotconsidefurther.Special
considerationsnay applyfor thosefaculty applicants
whosePh.D.degredsaboutto beawarded.

DoesCandidatehavethe minimum
certifications/licensesor the position?

If No &annotconsidefurther.

DoesCandidatehavethe minimum work
experience?

If No &annotconsidefurther.

Iswork experiencerelevantto the
position?

If relevantexperiencevasrequired,

If No &annotconsidefurther.

DoesCandidatemeet the preferred
gualifications?

If Yes-theseshouldbethe candidatesonsideredor
interviews.

If thereareinsufficientcandidatesvho meet
preferredqualificationsconsultwith the Chief
DiversityOfficer.
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Identifying Highly @ualified Candidates

Duringthe planningphase the SearchCommitteeidentified an approximatenumberof candidates
they couldinterview. Thereisno requirementthat the Committeeinterviewall qualifiedcandidates
(e.g.,if there arefifteen candidatesthat meetall preferredqualifications,the Committee may decide
uponareasonablenumberto interview).

Issuesto Considerin Identifying Candidatesfor Interviews

Coverl etter and Resumeclarity andrelevance

9 Doesthe applicantrelate their qualificationsto aspectsof the position?
9 Arethey clearlywritten, andproofread?
9 Doesapplicantdemonstratehe/sheunderstandshe position?

Relevancef Prior Experience

9 Levelof responsibility

9 Rolein organization

9 Achievements

9 Skillsdevelopedanddemonstrated

Scopeof Prior Experience

9 Doesthe applicant’sprior experienceeflectarangeof the job’sduties,
or only someaspectsof the job?
9 Doesthe applicantprovidespecificexamplesandachievements?

Thecontent of additionalrequestedmaterials

Additional considerationdor faculty positions

9 Subaiscipline(s)

Researctagendaandalignmentwith departmentalactivities
Referencdetters submitted with application
Teachingand/ormentoring experience

Flexibilityto teachcoursesn more than one subaiscipline
Familiaritywith instructionaltechnologies
Experiencavorking with studentsfrom diversebackgrounds.

O ©O© © © O o

TheCommitteedocumentsits decisionsgncludingreasonsany qualifiedapplicantwasnot considered
further.
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Question

Purpose

..Whatstepsdid youtake
..Whatwerethe obstacles/challenges
..Whatwasthe outcome

..Whatcouldhavebeendonebetter?

Howdo you evaluatewhetheryour efforts have
beensuccessful?

Demonstratescandidate’shought processn
evaluatingandimprovingupon his/herown
efforts.

Canyou describethe training and experienceyou
havehadin (hsertan areaof
expertisgelatedto job)

Allowscandidateto detail their areasof technical
expertise.

Whatdo you considerthe mostimportant trends
in (nsertan areaof expertise)How
doyoustay currentin your field?

Demonstratescandidate’soverallunderstanding
of subjectareaandtheir efforts to maintain
currentskills.

Howwould you describeyour experiencewith
usingtechnologyto conductyourwork (teaching,
managing,processingransactionsetc.)?

Allowscandidateto discusgheir capabilitiesin
usingtechnologyappropriateto the position.

Canyou give examplesof situationsthat
demonstrateyour capabilitiesasa manageror
supervisor?

Forthis question,it may makesenseto describe
sometypical managementscenarios.

Pleasedescribeyour philosophyabout
(insertan aspecof job)and describehow you
appliedthosevalues.

Couldcoverteaching,managing,project
management,customerservice strategic
planning,advisingand mentoring, research

Canyou give examplesof situationsin whichyou
providedadviceor guidanceto othersabout
(fnsertan areaof expertise)

Allowsdiscussiorof influencingand consulting
skills.

Canyou give examplesof situationsin whichyou
collaboratedeffectivelywith individualsin
different functionsin your organization?

Forthis question,it may makesenseto describe
sometypical scenariogelevantto the position.

Canyou provideexamplesof situationsin which
you...

Taughtor workedwith a diversestudentgroup?

Workedwith large groupsof studentsand/or

Covershighly important aspectsof working at
CUNY.
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Sincesomecandidatesvisit from out af éewn, they may expectassistancevith travelarrangements
andreimbursements.It's usefulto provideforms anddocumentsneededto collectdatafor the
collegeto procesgeimbursementrequestsaheadof time sothat there isno misunderstandingabout
what informationis needed.

Forajob talk, candidateshouldbe advisedon the format, duration,andrangeof topicsin advance.
Thissessionis usuallyevaluatedby thosein attendance,who may be askedto provideawritten
evaluation(thoseevaluationsmustreflect the University’'sEEOand other guidelines).

Additional Issuedor AdministrativeSearches

It iscommonfor finaliststo return for additionalinterviews. Theymay meet with the Hiring Manager
or other managersand meetingsmay be scheduledwith potential colleaguesand subordinates.
Theseinterviewstend to be morein aepth and canbe technicalin nature. Theyalsoserveto showthe
candidatethe day $e aayworking environmentandrelationshipsthey might haveif they take the
position. If possible try to scheduleall remaininginterviewsduringasinglevisit.

e ———————
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Identify Finalists

Inits initial meetings,the SearchCommittee determinedthe criteriafor identifying finalists,and
approximatelyhow manyfinalistsit expectedto identify. Thisisthe SearchCommittee’smost critical
decision.

SearchCommittee Deliberations

9 Theprocessshouldbe consistentwith decisionsamadein the planning
phaseon selectioncriteria

9 Discussionshouldreflectacommitmentto minimizingbias.

9 All SearchCommittee membersmust participatefully in the
discussionandthe candidacyof all of thoseinterviewedshouldbe
discussed.All SearchCommitteesshouldcontribute by providing
their observationsof eachcandidateinterviewed.

9 Thisdiscussiorshouldtake placeonly after all interviewsare
completed,andshouldtake placesoonafter the interviews.

9 If anyrankingor rating systemis applied,it shouldbe applied
consistentlyto all candidates.

9 Ifthereisaneedfor additionalinformation, the SearchCommittee
Chaircandesignatea Committee memberto contacta candidatewith
clarifyingfollow & questions;however,entirely new questionsshould
not be introducedunlessthere isagreementto follow up with all
candidatesinterviewed. An exampleof a clarifyingquestionmight be
to reviewthe kindsof technologieswith whichthe candidateis
familiar or to verify specificdetailson aresume.

9 SearchCommitteemembersshouldcometo anagreementasagroup.

9 TheCommitteeshoulddocumentits finalistrecommendationon the
ApplicantFlowLog.

Inrare casesthe SearchCommittee couldreachthis point without beingableto recommendany
candidate,or asufficientnumberof finalists. The ChiefDiversityOfficer shouldbe consulted. One
issuewill be whetherthere are othersin the candidatepool that the Committeewould consider
gualifiedand couldinterview. Anotheroption might beto re apenthe search.
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Chapter5—-Concludingthe
Search

At the Conclusiorof the Search
Makinga Casefor CUNY

FinalThoughts







Candidateswvho are Not Selected

The Collegemust contactcandidateswho were not selectedand havenot yet beennotified. How
this isdonedependson the circumstancesbut in nearlyall casescandidatesshouldreceive
written acknowledgement.

Ideally,candidateswho did not passthe initial screenandwere not selectedfor aninterviewwill
havealreadybeencontactedandthankedviaemailusingone of the standardmessagesvailable
in CUNYfirst.

Forthosewho havebeeninterviewed,you maytake a more personalapproach. Standard
messagesn CUNYfirstcanbe tailoredto providea personalizedwvritten communication. The
SearchCommittee Chairand/orHiring Managermay alsotelephonethe candidateif appropriate
(generallycandidateswhom the Committeemet in person).

Anyonespeakingto a candidatewho hasnot beenselectedshouldnot sharethe detailsof the
deliberationresultingin the decisionnot to hire. Thefollowing messagesreappropriateand
recommended:

9 Thefactthat they havenot beenselected. Whilethis is a difficult
messagejt shouldbe stated unambiguously.

9 Youmaysharethe outcomeof the searchonly in generalterms, either
that anothercandidatehasacceptedan offer or that the searchhasbeen
cancelled postponed,or revised.

9 Weappreciatethe investmentthey havemadein CUNYandin this

positionandsincerelythank them for their time. Theymaywantto
continueto consultCUNY’gobssitesfor future vacancies.

9 wewishthem successn their future endeavors.
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Final Thoughts

It's clearfrom the scopeof the materialin this manualthat membershipin a SearchCommitteeis
animportant responsibility. Whileit canbe time ansuming,and occasionallychallenging,we
hopeyou alsofind it to be rewarding.

SearchCommittee membershavefound there are personaland professionakewardsto
participatingin asearch.

Benefits to participating on a SearchCommittee

9 Opportunity to make new professionaktonnectionsthrough working with
other SearchCommitteemembers

9 Learnsomethingnewaboutthe profession fieldsof study,andthe concerns
of today’sjob candidates

9 Appreciatehow critical an effective searchprocesssto the succes®f their
Collegeor unit

9 Conductmore effective searchesn the future, and counselotherson
effective searchpractices

9 Better appreciatethe valueof diversityandinclusionandthe importanceof
combatting bias,often unintended,in the searchprocess.

Aboveall, youhavecontributedto the future of CUNYin averyimpactfulway. Wehopeyouhave
benefitted from the processandwe thank you for your efforts.

e ———————
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