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Selection Committee Guidelines
1.
All applications are sent to the Human Resource office, during the posting/advertising stage.
2. Once the position posting has closed the HR specialist drafts a list of potential selection committee members (maximum 7) to be submitted to the Dean/Department head or Vice President for approval. The committee is made up of a diverse group, i.e., age, race, background, and someone who is familiar with the job or the duties of the job .
3. A meeting is set up with the committee to review all of the applicant's qualifications based upon the requirements of the position announcement. The committee then selects the applicants to be interviewed.
4. The HR specialist compiles a list of questions for the interview.
5. The committee reviews the interview questions to make any changes, corrections or additions.
6. The HR specialist contacts the applicants to schedule the interview appointments.
7. The HR specialist monitors the interviews to make sure the proper procedures are being followed.
8. After the interviews the selection committee selects the candidates that they feel     are qualified to go to the next step for the second interview by ranking, i.e., Highly Recommended, Acceptable or Unacceptable.
9. The HR specialist forwards the candidates to the hiring supervise to conduct the second interview. An offer is made to the supervisor to provide questions or work with the supervisor to prepare questions, and to sit in and monitor the second interview.
I 0.
Once the hiring supervisor has made his/her selection they are required to write a letter of recommendation to his/her department head.
11.
Once approval has been granted the hiring request process begins.  For instructions on the hiring process call the HR Office.

CHARGE TO THE SELECTION COMMITTEE CHECKLIST
This guide contains guidance and resources to enable the selection committee to be more efficient and effective.
It is designed to provide assistance to the hiring official and the selection committee. In most cases, the Human Resource Office develops a charge to the selection committee that includes the following:
1. Official or working title of the position.
2. Position (job) description.
3. Time frame for completing the first step selection process.
4. Procedure for review of the applications, resumes, and vitae that are received.
5. Duties of the search committee chair and the individual committee members.
6. Format in which the committee's final recommendations are to be brought forward ranked candidates, and unranked candidates Written narrative.

INTERVIEW PROCESS
When conducting an interview, the interviewer should put the applicant at ease, but maintaining control of the interview. Watch out for "EGAD" questions, i.e., Expectations, Goals, Aspirations, and Desires.
1. Introduce yourself, ask them how they prefer to be called, (nick name etc.) small talk on general subjects, i .e., ask if they had any problems finding
the interview location, or the weather, etc. Nothing that would make the applicant feel confrontational or placed on the spot.
2. Explain to the applicant what you are going to do:
"The purpose of this interview is for us to determine whether there is a match between your interest and qualifications and the position we have to
offer. We will be asking you a series of questions; also we 'll be taking notes, so that we have a complete record of your qualifications."
3. If applicant freezes on a question, go to the next one until the applicant relaxes;
don 't be uncomfortable with silence while the applicant formulates his/her responses. Recognize the difference between thinking and freezing.
3. Ask open-ended questions that facilitate discussion; avoid (if possible), those questions that require a yes or no answer.
4. Ask only job related questions.
5. Listen carefully; let the applicant speak without interruption to ensure that
you gain as much information as possible: however, keep the interview on track.
6. To gain additional insight about applicants, watch their body language, and facial expressions while they are speaking to you. Are they making eye contact?
7. At the end of the interview say: "Those are all the questions I have for you, do you have any questions for me?"
8. If the applicant has questions, write them down, to respond completely.
9. If the candidate seems to be a possible finalist and if references have not been checked, ask if HR can check the references provided by the candidate as well as references not listed on the resume.
10. Describe the remainder of the selection process and the approximate time frame. DO NOT MAKE PROMISES YOU CANNOT KEEP AND KEEP
PROMISES YOU MAKE. If you tell a candidate that you will get back to him/her by

specific date, be sure to follow through. If the time frame changes be sure to notify the candidates
11. .  Thank the candidates for his/her time.

INTERVIEW QUESTIONS TO AVOID
Questions relating to an applicant's race, color, religion, age, gender, national origin
or disability CANNOT be addressed during an interview because they are illegal.  Questions   to avoid include:
	INQUIRY  AREA
	ILLEAGAL QUESTIONS
	LEGAL  QUESTIONS

	National origin/Citizenship
	Are you a US citizen?
Where were you/your parent s born ?
	Are you authorized to work in the United States

	
	What is your native tongue?
	What language do you read/speak/write fluently?(Th1s

	
	
	question okay only if this ability is relevant to the

	
	
	performance of the job .

	Age
	How old are you?
When did  you graduate?
	Are you over the age of 17?

	
	What is your date of birth?
	

	Marital/Family Status
	What's your marital  status?
	Would you be willing to relocate?

	
	With whom do you live?
Do you plan to have a family?
	Would you be able and willing 10 travel as needed for the job?

	
	How many kids do you have?
What are your childcare arrangements?
	Would you be able and willing to work overtime as necessary?

	
	
	These questions are okay assuming they are asked of all applicants for the job)

	Affiliations
	What clubs or social organizations do you belong to?
	List any professional or trade groups or other organizations that you belong to that you consider

	
	
	relevant to your ability to perform this job.

	Personal
	How tall are you? How much do you weigh? (Questions about height and weight are not acceptable unless
	Are you able to lift 50 pound weight and carry it I 00 yards, as this part of the job?

	Disabilities
	Do you have any disabilities?
Please complete the following medical history.
	Are you able to perform all the essential functions of the job? (This question is okay if the interviewer has thoroughly described the job)  Can you demonstrate

	
	Have you bad any recent or past illnesses or
	how you would perform the following job-related

	
	operations? If yes list them and give dates when these occurred
What was the date of your last physical
	functions?
As part of the hiring process, after a job offer has been made, you will be required to undergo a medical

	
	exam?
How's your family's health?
When did you lose your eyesight? How?
	exam. (Exam results must be kept strictly confidential, except medical /safety personnel may be informed if emergency medical  treatment is required,

	
	
	and supervisors may be informed about necessary job

	
	
	accommodations, based on exam results)

	Arrest Record
	Have you ever been arrested?
	Have you been convicted of
? (The

	
	
	crime named should be reasonably related to the performance  of the job  in question.)

	Military
	If you've been in the military, were you honorably discharged?
	ln what branch of the armed services did you serve? What type of  training or education did you receive in

	
	
	the military?


