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Selection Committee Guidelines

1.
All applications are sent to the WVSU R&D Human Resource office, during the posting/advertising stage.
2. Once the position posting has closed, the Supervisor of the posted position will draft a list of potential selection committee members (maximum 7) to be submitted to the Business and Finance office for review and 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 selection committee will compile a list of potential interview questions which are then submitted by the committee chair to the office of the Business and Finance office for review and approval.
5. The committee chair will then contact the applicants to schedule the interview appointments.  All interview appointments must be scheduled so that a designated official from the Benefits and Compensation office may attend.
6. A designated official from the Benefits and Compensation office will sit in on and monitor the interviews to make sure the proper procedures are being followed.
7. After the interviews are completed, 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.
8. The search committee chair forwards the candidates to the hiring supervisor to conduct the second interview. 
9. Once the hiring supervisor has conducted the follow up interview and made his/her /their selection for the position, they are required to write a letter of recommendation to his/her/their department head.

10. Once approval has been granted the hiring request process begins.  For instructions on the hiring process call the Benefits and Compensation office.

Revised 05/30/2018


[image: image1.jpg]