
 

{00025528.1}  

 

 

 

 

 

 

 

University of the Pacific 
 

STAFF HIRING PROCEDURES 

 

 

 

 

 

 

 

Spring 2013 



 

{00025528.1} 2 
 

CONTENTS 

 
Contents.................................................................................................................................................................... 2 

Purpose ..................................................................................................................................................................... 4 

Statement and Commitment .................................................................................................................................. 4 

Statement of Diversity and Inclusion ................................................................................................................ 4 

Pacific’s Commitment ......................................................................................................................................... 5 

Search Checklist ...................................................................................................................................................... 6 

Before the Search ................................................................................................................................................... 6 

During the Search ................................................................................................................................................... 6 

After the Search ....................................................................................................................................................... 7 

Recruiting and Hiring Staff at Pacific .................................................................................................................... 8 

The Job Description ............................................................................................................................................ 9 

The Recruitment Process................................................................................................................................. 10 

Recruitment Planning Form ......................................................................................................................... 11 

The Hiring Process ............................................................................................................................................ 12 

Resources for Conducting a Successful Search .............................................................................................. 13 

Job Classification .............................................................................................................................................. 14 

Frequently Asked Questions ....................................................................................................................... 15 

Job Descriptions ................................................................................................................................................ 16 

Guide to Writing Job Descriptions .............................................................................................................. 17 

Job Description: Physical Requirements ................................................................................................... 19 

Where to Advertise ............................................................................................................................................ 20 

Establishing a Search Committee ................................................................................................................... 22 

Once the Search Committee is formed, the Chair should: ..................................................................... 23 

Sources for Search Committee Members ................................................................................................. 24 

Tips for Conducting Telephone Interviews .................................................................................................... 25 

Tips for Conducting the On-Campus Interview ............................................................................................. 26 

Sample Interview Questions ........................................................................................................................ 27 

Sample Interview Questions that may elicit a candidate’s experience related to diversity or level of 

intercultural competence .............................................................................................................................. 28 

Checking References ....................................................................................................................................... 30 



 

{00025528.1} 3 
 

Sample Reference Questions ..................................................................................................................... 31 

Documenting the search ...................................................................................................................................... 32 

Documenting The Search Process ................................................................................................................. 33 

Appendix ............................................................................................................................................................. 34 

Sample Offer Letter ....................................................................................................................................... 35 

Recruitment Planning Form ......................................................................................................................... 38 

Reference Checking Form ........................................................................................................................... 39 

 

 

  

  



 

{00025528.1} 4 
 

PURPOSE 

This guide summarizes procedures for recruiting and selecting staff.  It provides information regarding how to 

plan and execute an organized and successful search to aid in the selection of staff members.  Further, this 

document reflects University of the Pacific’s dedication to employing qualified staff, who will support Pacific’s 

mission, goals and pursuit of academic excellence.  

 

 

STATEMENT AND COMMITMENT 

 

Statement of Diversity and Inclusion 

 

The University of the Pacific community – including students, faculty, staff, administrators, and alumni – believes 

that diversity and inclusion are essential to the fulfillment of our institutional mission.  We value inclusiveness in 

learning, curricular and co-curricular programming, campus climate, recruitment, admissions, hiring and retention.  

We remain deeply committed to promoting and maintaining a civil community that facilitates opportunities for 

shared understanding and expression of individual and collective truths.  Moreover, we resolve to maintain a 

community that is respectful of all persons despite differences in age, ancestry, citizenship, disability, ethnicity, 

gender identity or expression, geographic origin, language, marital status, military service status, nationality, 

philosophical beliefs, political persuasion, race, religion, sexual orientation, or socioeconomic status. 

We are committed to all members of the Pacific community becoming competent and ethical citizen leaders able 

to interact effectively and ethically in an increasingly multicultural society and global economy.  This 

transformative process is accomplished through our distinctive integration of liberal arts and professional 

education promoting innovation, open discourse and dialogue, leadership development, experiential learning and 

self-reflection. 
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Pacific’s Commitment 

 

University of the Pacific is actively seeking to diversify its faculty and staff in order to provide a university 

community that reflects the cultural diversity within our society and our present student body.  

According to the University’s Strategic Plan, Pacific 2020: 

 

We value each member of the Pacific community.  We celebrate the richness that our diversity of 
backgrounds brings to the learning environment, to academic inquiry, and to achieving excellence in our 
educational mission. 
 
Further, our University-Wide Learning Objective related to Intercultural and Global Perspectives seeks to 

equip Pacificans with the skills and abilities to: 

 Effectively and appropriately, interact in a variety of cultural contexts.  

 Engage in the civic life of the local, national, and global community.  
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SEARCH CHECKLIST 

 

BEFORE THE SEARCH  

  Receive training on PeopleAdmin. 

□ Enter the PeopleAdmin site at https://pacific.peopleadmin.com/hr, fill out an electronic 
Employment Authorization, and submit online to necessary departments for e-signatures of 
review/approval. 

  Human Resources will review/approve the electronic Employment Authorization then will 
post the available position on Inside Pacific for the first five working-days of the posting. 
After the five working-day posting is complete, the position will be posted on the 
University’s website.  

  To advertise the position externally, contact Human Resources for assistance.   

  Establish a diverse search committee, ensuring that at least the chair and one other 
member of the committee members attend search committee training.   

  Search committee chair completes and submits Recruitment Planning Form to Associate 

Vice President for Diversity and Community Engagement.  (See Appendix B) 

  Search committee develops interview and reference questions, and designs screening 
process and criteria based on job description in consultation with Human Resources. 

 

DURING THE SEARCH  

  All applications and supporting documentation will be viewable to hiring managers and 

search committee members at https://pacific.peopleadmin.com/hr.  

  Evaluate candidates based on established criteria and select semi-finalists. 

  Consider inviting semi-finalists to participate in phone interviews as the first step in 

determining which finalists will be invited to a campus interview. 

  Select two or more finalists.  Invite finalists to a campus interview that will typically include 

a meeting with the search committee, the hiring manager, and other campus constituents 

deemed appropriate by the search committee to include in this process. 

  Where appropriate, arrange schedules for on-campus visits and provide finalists with an 

itinerary in advance of his/her campus visit.  All finalists who are Director-level staff 

https://pacific.peopleadmin.com/hr
https://pacific.peopleadmin.com/hr
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positions or higher may meet with the Associate Vice President for Diversity and 

Community Engagement. 

  Gather input from anyone who interviewed the candidate while on-campus or attended any 

presentations that the candidate may have facilitated.  The search committee should use 

all available feedback as part of its deliberation process to identify a candidate who is best 

suited to support the needs of the position as well as the goals and objectives of the 

University. 

  The hiring supervisor should select a finalist and ensure that three reference checks have 

occurred.  The Reference Checking Forms must be submitted to Human Resources for 

inclusion in the candidate’s personnel file. 

  Once a candidate has been selected, prepare an offer letter and send it to Human 
Resources for approval.  Once Human Resources approves the offer letter, the hiring 
supervisor can formally extend an offer to the finalist, and move the finalist within the 
workflow in PeopleAdmin. 

 

AFTER THE SEARCH  

  Once the finalist has accepted the offer of employment, send the signed offer letter to 

Human Resources.  The hiring manager will move the finalist within the workflow in 

PeopleAdmin. 

  The successful finalist will need to complete all required new hire paperwork, successfully 

pass the background screening and pre-employment physical. 

  Once the successful finalist has passed the above criteria, the hiring department will start 

the hiring proposal in PeopleAdmin and send the electronic Employment Authorization 

through for final review/approval e-signatures.  Human Resources will then import the new 

employee into Banner and invite the employee to New Staff Orientation. 

  Essential applicant records should be completed by the search committee chair and 

scanned and submitted to Human Resources. Human Resources will load the information 

in PeopleAdmin to be retained for a period of two years.   

  The hiring manager works with several campus units (i.e. Human Resources, OIT, etc.) to 

prepare for the new colleague’s arrival at Pacific. 
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The Job Description 

 

A job description is a useful management tool, providing a valuable summary of the position responsibilities, 

scope, minimum qualifications, and working conditions to both the employee and employer.  A well-written 

job description aids in both recruitment efforts and performance management.  Human Resources is 

responsible in developing job descriptions in a consistent and accepted format to include the following 

elements:   

Title, Department, Reporting Relationship, Position Class, Date Approved, Pay Grade, and FLSA 

Status 

Primary Purpose or Responsibility:  The general purpose should be a brief statement that outlines the job’s 

overall primary functions and responsibilities. 

Essential Functions: Functions are listed in order of importance and identify the major duties and 

responsibilities necessary to be performed by the position.   

Qualifications: The qualifications that are needed to perform the job satisfactorily are typically: (1) 

education, experience and training required; (2) knowledge, skills, and expertise necessary or desired; (3) 

physical requirements; and (4) work environment/work week/travel expected. 

Signatures: Employee, Supervisor, and Human Resources 

Once the job description is finalized, Human Resources will determine the pay grade, the FLSA status and 

perform a competitive salary analysis to establish a market value.  Finally, Human Resources will send an 

approved copy of the job description to the department. 
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The Recruitment Process 
 

1.  Log into PeopleAdmin at https://pacific.peopleadmin.com/hr and fill out the electronic Employment 

Authorization.  

2.  Submit the electronic Employment Authorization for review/approval to necessary departments for e-

signatures.  

3.  Human Resources will receive the electronic Employment Authorization and will post the position on 

Inside Pacific for the first five-working days of the posting.  

4.  After the five-working days of the posting, the position will post to Pacific’s website and external 

advertising can be requested by the hiring manager.  Reference the posting date on the Human Resources 

website.  

5.  Human Resources and the hiring manager will ensure all positions externally posted will be advertised in 

publications, websites, and other locations that will ensure a diverse applicant pool.  When appropriate and 

upon request, advertisements will be posted in languages other than English.  The Associate Vice President of 

Diversity and Community Engagement can be a resource regarding advertising in additional venues with the 

goal of enhancing the diversity of the applicant pool. 

6.   All applications and supplemental documentation materials will be viewable within the PeopleAdmin 

system for hiring managers and search committee members. The Personal Data Form is confidential and will 

be submitted to Human Resources.  

7. If internal candidates apply during the first five-working days that the position is advertised on Inside 

Pacific, they are given priority consideration if they meet the minimum qualifications of the position.  

8.  If a search committee is formed, all reasonable efforts should be made to ensure that the committee is made 

up of diverse individuals with respect to gender, race and ethnicity, ability, perspective among other 

characteristics.  For some positions, consider including search committee members from outside the hiring unit 

or department.  

9. The search committee chair should complete the recruitment planning form prior to the first search 

committee meeting and submit it to the Associate Vice President for Diversity and Community Engagement. 

10. During the interview, ask questions that directly pertain to the open position and ask all of the candidates 

the same questions.  Candidates should be asked questions that specifically inquire into or test the 

skills/experience required for the particular job.  Ask behavioral questions about what they have done in the 

past or how they might respond to a hypothetical situation by providing them with a scenario and specific 

details.  Please utilize the tips for conducting phone and on-campus interviews contained in this guide.  

11. The search committee chair or hiring manager should complete three reference checks for each finalist 

after the interview.  Prepare questions in advance to be asked of references including at least one diversity 

question related to the candidate’s ability to work effectively with diverse constituencies, how he or she 

advanced diversity or inclusion in their current or previous professional setting or explain how he or she will 

demonstrate the intercultural competence needed for the position. 

12. Human Resources and the Associate Vice President for Diversity and Community Engagement are 

available to review or be involved in any portion of the search process.  Each is available as a resource to help 

find the right candidate for the job. 

https://pacific.peopleadmin.com/hr
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Recruitment Planning Form 
 

Position Title: _______________________________________________________________ 

School/Department/Unit: ______________________________________________________ 

Directions:  Search Committee Chair should use this document as a guide to formulate the recruiting and 

search protocol.  He/she may find it particularly useful to review it with the search committee during the first 

or second meeting. 

1. List Search Committee members and identify the Committee Chair.  
 

2. Has the search committee chair and at least one member of the search committee participated in 
training for search committees:  □ Yes □ No  If yes, please note the most recent month/year for both: 
_________________________________________________________________________ 
If no, please consult with Cari Keller in Human Resources about the next available opportunity. 

 

3. Specify the anticipated timeframe for search (i.e. 8-weeks or 6/1/12 to 8/15/12): 
 

4. Note any questions or concerns regarding procedures outlined in the Staff Hiring Procedures: 
 

 

5. Identify any unique aspects of the position that may affect the search (i.e. does this position have 
dual/multiple roles such as a teaching component or does it report to multiple units on campus?): 

 

 

6. Consider the strategy that the committee will employ to attract as diverse a candidate pool for this 
position as possible (i.e. where will the job announcement be posted, are there noted experts in the field 
who can assist with identifying potential candidates, are there upcoming conferences or professional 
meetings that offer additional opportunities to connect with potential candidates, and what on-campus 
resources can be utilized to help broaden recruitment efforts?): 

 

7. Note any other relevant information or concerns related to search: 
 

Search Committee Chair: ________________________________ Date: __________________ 

Note: Submit this completed form to Human Resources at the beginning of the search process, preferably after the Search 

Committee has met for the first or second time; HR may share this information with the Associate Vice President for Diversity and 

Community Engagement.   
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The Hiring Process 
 

1. Once a candidate has been selected (after interviewing and reference checking has been completed), and you 

are formulating an offer, ensure it meets the following criteria BEFORE discussing it with the candidate: 

a. Planned compensation offer does not exceed midpoint of the grade range.  If planned compensation 

offer is above midpoint, contact Human Resources. 

b. Planned compensation offer is within existing budget.  If planned compensation offer is above budget, 

identify funding for above-budget amount, obtain Provost/Vice President approval, and ensure the 

appropriate budget transfer(s) have taken place. 

2. Prepare an offer letter (Appendix A) and send it to Human Resources for approval.  Once Human Resources 

has reviewed and approved the offer letter, the hiring manager and candidate can sign the offer letter. 

3. Contact Human Resources for assistance with moving candidates and the finalist through the applicant 

tracking workflow in PeopleAdmin. 

4. Prospective new hire MUST work with Human Resources as soon as possible after signing the offer letter to 

fill out mandatory paperwork (tax forms, signed job description, signed application, and various consents). 

5. Human Resources will schedule a pre-employment physical and drug screening and initiate the background 

screening.  Timing depends on the flexibility of the new hire’s schedule.  Typically, it takes five to seven days 

to get results back from the pre-employment physical, drug screening and the background screening. 

6. Once the pre-employment physical and background screening results come back with a cleared status, hiring 

managers will be notified.  Hiring managers will then start the hiring proposal in PeopleAdmin and submit the 

electronic Employment Authorization for review/approval to appropriate departments for e-signatures.  

7.  Once Human Resources receives the electronic Employment Authorization, the new hire information will 

be imported into Banner, and an identification number will be assigned.  

8.  The hiring manager will receive an email confirming the new hire’s identification number so OIT’s 

helpdesk can be contacted for a voicemail and a long distance code. 

9. Human Resources will notify new hire and hiring manager about the New Hire Orientation schedule. 

10. The hiring manager must forward all scanned recruitment documents (all search committee materials, 

correspondences, interview questions/notes, etc.) to Human Resources for retention in PeopleAdmin. 
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RESOURCES FOR CONDUCTING A SUCCESSFUL SEARCH 

 

Job Classification 

Job Description 

Where to Advertise 

Establishing a Search Committee 

Tips for Interviewing 

Checking References 
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Job Classification 

 

The framework of the classification system on the Stockton campus was developed by a third party vendor in 

1998 and is consistently reviewed and updated.  The classification of University staff positions is based on 

the essential functions of a specific job, along with the responsibilities described in the job description.  

Requests for job analysis and reclassification are submitted to Human Resources for approval by the 

Associate Vice President for Human Resources.  For information on writing a job description and the 

University’s job description template please see Job Descriptions.  

Exempt v. Non-Exempt 

Positions that are non-exempt are subject to the wage and hour laws of the state and federal government.  

The key wage and hour laws require that non-exempt employees: 

1. Must maintain a written time record of hours worked (time card or other record); 

2. Must be paid overtime compensation of 1.5 times the employee’s regular rate of pay for any hours 

worked in excess of 8 hours in the work day or 40 hours  in the work week; and  

3. Are paid at least two times per month.   

Exempt positions are those positions not subject to the wage and hour regulations listed above.  The 

determination whether a position is exempt or non-exempt is made by Human Resources based on a careful 

review of the job description.  Executive, Administrative or Professional positions that meet certain criteria 

regarding salary and position responsibilities may be classified exempt in accordance with state and federal 

guidelines. 

Classification Procedures 

Using the University’s job description template, the supervisor completes a Job Description and submits it to 

Human Resources with written request for review.  For a new position, the review must be done before 

recruiting begins.  Human Resources reviews and evaluates the job description, working with the supervisor, 

as needed, to ensure it is complete and provides all the required information.  During the review, a 

comparison of similar positions on campus and in the external market may be made to ensure internal equity 

is maintained.  The result of the review establishes the pay grade and the employment status of the position 

(exempt or non-exempt).  Upon completion of the review, the supervisor is notified and a finalized copy of 

the job description is sent to the department.  To make a change in grade, salary, and/or title a 

Recruitment/Employment/Change Authorization (EA) is processed for the incumbent.   
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Frequently Asked Questions 
 

Q I think my job should be re-classified.  How should I proceed? 

A.   First, discuss this with your supervisor.  If your supervisor agrees there have  

 been substantial changes in the job that would warrant a review, you and your  

 supervisor should work together to revise/update your job description to ensure 

 that it accurately reflects your current job responsibilities and requirements.   

 Then, your supervisor would submit the updated job description to Human Resources  

 with a request to review for reclassification. 

 

Q How long does the process take? 

A Usually two to three weeks.  A longer period may be necessary, if the review  

 requires research for competitive salary information.   

 

Q What factors are positions evaluated on in the process? 

A A variety of factors are evaluated.  The vendor developed a questionnaire and matrix currently used 

in this process.  Thirteen factors are measured for each position to maintain internal equity and 

consistency of grade and Fair Labor Standards Act (FLSA) status.   

 

Q My department needs a new position, what is the process for this? 

A The process for a new position is the same.  First, a job description must be developed.  Human 

Resources is available to work with the supervisor in drafting this document.  Once the job 

description is complete, the grading process begins.  Human Resources will notify the department 

upon completion of this review.  Recruiting for the position begins after the approved EA is received 

by Human Resources.   
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Job Descriptions 
 

Clear, accurate, and well-defined job descriptions are a useful management tool, providing a valuable 

summary of the position responsibilities, scope, minimum qualifications, and working conditions to both the 

employee and his or her supervisor. 

All staff positions at University of the Pacific have a job description, which is provided to new employees 

upon hire.  Any employee who does not have a copy of their job description should contact their supervisor 

or Human Resources.  All job descriptions should be reviewed and updated on an annual basis.  This should 

be a joint project between the employee and the employee’s supervisor, with assistance from Human 

Resources as needed.  The annual job description review should be completed in preparation for the annual 

performance evaluation process.   

Sometimes, the job description update substantially changes the position, and the supervisor requests to have 

the position reviewed by Human Resources for possible reclassification.  The first step in classifying a 

position is to ensure that the job description is current and accurate.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

{00025528.1} 17 
 

Guide to Writing Job Descriptions 
 

Introduction 

The following guide to writing job descriptions outlines the general model used in developing job 

descriptions.  The following elements are included in each job description: 

 

1.   Title 

       The title should be brief, descriptive, and consistent with other titles in the classification plan. 

 

2.  Primary Purpose or Responsibility 

The general purpose should be a brief statement that outlines the job’s overall primary functions and 

responsibilities.  It should be definitive to differentiate this position from others and will generally start 

with “Responsible for…” and may define the level and kind of work.    

         

3. Essential Functions 

      List up to 10 major duties and responsibilities of this job in order of importance and frequency of time  

 spent on the activity.  Begin each function with an action verb. 

      Use the following criteria to assist you in identifying major responsibilities: 

 Performance of the responsibility is a primary function of the job. 

 Failure to perform the responsibility would have serious consequences. 

 

4. Qualifications 

 Education/Experience/Certifications 

   List the level of education required to perform duties.  A Bachelor’s degree indicates the position requires  

specific knowledge learned in a course of study or generally gained through education higher than a 

secondary level.  An advanced or terminal degree indicates that expert knowledge is required in a specific 

area of study. 

 

   List the number of years work experience necessary for the position.  If experience should identify specific 

responsibilities or duties these should be identified in years performed. 
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Skills/Knowledge and Expertise 

   List specific knowledge, skills, and abilities required or desired for the position, such as:  

 Intermediate to advanced level of proficiency using Apple Computer 

 Demonstrated ability to work with system database programs and to adapt to new technologies 

quickly  

 Aptitude to deal with constantly changing work environment 

 Effectively deals with culturally diverse workforce 

 

5. Physical Requirements 

For most office positions physical requirements begin with the following: 

Work is primarily performed in a standard office environment with use of computer and phone.  Requires 

extended periods of sitting and repetitive hand/wrist motion while using computer keyboard and phone.  

Occasional standing, walking (or, “walking across campus,” if applicable), climbing stairs, bending, 

stooping and reaching.  Occasional lifting up to 25 pounds. 

 

Lifting or carrying weight requirements are identified as well as pushing or pulling weight, the amount of 

exertion required to perform tasks assigned.  This is generally defined in pounds. 

 

6.  Work Environment/Work Week/Travel 

The types of environments work is performed in should be identified particularly if other than standard 

office, for example:   

 Work performed both in and out of doors.  

 Exposure to various weather conditions or varying temperatures. 

 Unusual noise level exposure.   

 

This section identifies the hours typically worked or expected to work.  It also identifies if evening or 

weekend hours may be expected and how often.   

 

Certain credentials may be noted in this area such as:  Must possess and maintain a valid driver’s license and 

be insurable under the University’s policy.  Requires a Class “B” license.   

 

Employee’s Name _______________________________________________________ 

 

(Signatures from Supervisor, Employee, and Human Resources) 
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Job Description: Physical Requirements 

 

Job Title: _________________________________ 
 
Physical Requirements: Specify the various physical requirements associated with this position.  (Mark an X 
where appropriate) 
 

PHYSICAL ACTIVITY OCCASIONAL 
0-25% 

FREQUENT 
25-50% 

CONSTANT 
75-100% 

Sitting    

Walking    

Standing    

Bending    

Climbing    

Kneeling    

Twisting    

Crawling    

Stooping    

Squatting    

Reaching    

Simple Grasping    

Lifting:  

Max lbs. ___ 

   

Carrying  

Max lbs. ___ 

   

Pushing/Pulling  

Max  lbs.___ 

   

WORKING ENVIROMENT 
   

     Typical Office    

     Warehouse    

     Indoor/Outdoors    

NOISE LEVEL 
   

     Quiet    

     Loud    

 

  



 

{00025528.1} 20 
 

Where to Advertise 

 

Human Resources posts all benefit eligible staff positions on the Human Resources website at 

https://pacific.peopleadmin.com using the full job description.  A position may also be posted at the 

Northern California Higher Education Recruitment Consortium website: www.norcalherc.org through 

Human Resources after it has been posted on Inside Pacific for the first five working-days.   All staff 

positions must be posted in venues that attract diverse applicants. 

Human Resources can assist with external advertising at the request of the search committee.  The search 

committee should consider discipline or profession specific locations to advertise.  For appropriate positions, 

recruitment at the national-level should be considered.  Search committee chairs should work with Human 

Resources and the Associate Vice President for Diversity and Community Engagement to consider venues 

that will help ensure a diverse pool of applicants.  Venues that may assist in increasing the number of 

qualified diverse applicants include, but are not limited to, those sources listed below: 

Minority Recruitment Resources 

   http://www.gvsu.edu/affirmative/index.cfm?id=8B5942FE-FE9C-5939-B832381022D951AD 

The Affirmative Action Registry   

   www.aarjobs.com 

National Society for Hispanic Professionals /Lat Pro   

   http://www.latpro.com/index.php?1320645952 

Hispanic Association for Colleges and Universities 

   http://www.hacu.net/hacu/See_Job_Postings.asp?SnID=265847966 

Hispanic Business/HireDiversity.com 

   http://www.hirediversity.com/employers/products/jobs/ 

Hispanic Outlook Higher Education 

   http://www.hispanicoutlook.com/employment-opportunities/ 

American Indian Higher Education Consortium 

   http://tribalcollegejournal.org/jobs/category.php?cat=jobs 

The Society of Hispanic Professional Engineers (SHPE) 

   http://oneshpe.shpe.org/wps/portal/national 

The Association of Latino Professionals in Finance and Accounting (ALPFA) 

   http://alpfa.org/index.cfm?fuseaction=page.viewpage&pageId=2514 

Black Careers 

   http://www.blackcareers.com 

 

https://pacific.peopleadmin.com/
http://www.latpro.com/index.php?1320645952
http://www.hacu.net/hacu/See_Job_Postings.asp?SnID=265847966
http://www.hispanicoutlook.com/employment-opportunities/
http://tribalcollegejournal.org/jobs/category.php?cat=jobs
http://alpfa.org/index.cfm?fuseaction=page.viewpage&pageId=2514
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African American Careers 

http://africanamericancareers.com/cgi-bin/jobs/index.cgi 

Nation Medical Association 

http://career.nmanet.org/post.cfm 

Minority Placement & Career Development  

   http://www.mpcd.org/black-employment/index.htm 

Latino Progress 

   http://www.mpcd.org/latino-progress/index.htm 

Quintessential Careers: Diversity Networking and Professional Associations 

  http://www.quintcareers.com/employer_guide.html 

Asian Diversity, Inc.  (ADI) 

   http://www.asianlife.com/jobboard/job_board.html?tab=jobs 

Asian American Bar Association (AABA) 

   http://www.aaba-bay.com/aaba/showpage.asp?code=joblistings 

Asian American Journalist Association (AAJA) 

   http://www.aaja.org/membership/career_listings/ 

Diversity Employers 

   http://www.diversityemployers.com/index.php/job-search 

iHispano 

   http://www.ihispano.com/job-search/search.html 

The Committee on Institutional Cooperation Doctoral Directory 

   http://www.cic.net/Home/Students/DoctoralDirectory/Search.aspx 

The Ford Foundation of Fellows 

   http://nrc58.nas.edu/FordFellowDirect/Main/Main.aspx 

NASPA: The Placement Exchange 

   http://www.theplacementexchange.org/event/ 

Diversity Issues in Higher Education  

   http://diversejobs.net/ 

American Association of University Professors’ Career Center  

   www.aaup.org/AAUP/career/ 

 

http://africanamericancareers.com/cgi-bin/jobs/index.cgi
http://career.nmanet.org/post.cfm
http://www.mpcd.org/black-employment/index.htm
http://www.quintcareers.com/minority_networking_organizations.html
http://www.asianlife.com/jobboard/job_board.html?tab=jobs
http://www.aaba-bay.com/aaba/showpage.asp?code=joblistings
http://www.aaja.org/membership/career_listings/
http://nrc58.nas.edu/FordFellowDirect/Main/Main.aspx
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Establishing a Search Committee 
 

A search committee should be broadly representative of the University, and its members should be able to 

provide a variety of perspectives on the role and function of the position in question.  A good committee might 

include individuals who will be peers of the new hire, in his or her reporting chain, and among his or her 

“customers.”  In the case of executive-level positions, such as the President, the Provost, Vice Presidents, 

Deans, or Associate/Assistant Vice Presidents and Provosts, the committee should also include some of the 

institution’s stakeholders, such as representatives from alumni associations, foundations, boards, and 

educational organizations.  For academic administrators such as the Provost, Deans, a Vice-Provost, 

Associate/Assistant Provosts, etc., candidates should meet with the Assistant/Associate Provost for Diversity 

or designee during their on-campus interviewing process.  When appropriate, representatives from the local or 

larger regional community may be asked to join the search committee.  Every effort should be made to have 

the committee reflect diversity in as many ways as possible and particularly in gender, race, and ethnicity. 

The level of the position to be filled is a good indicator of the number of people who should serve on the 

committee.  Five to nine is most typical; an odd number can assist in simplifying voting procedures.  The 

search committee should be mindful that part of their work includes supporting an inclusive hiring process and 

looking for a successful candidate who will not only be a good fit for the organization, but also has the 

necessary intercultural competence appropriate for the position. 

While selecting committee members who have pertinent knowledge about the position to be filled is a 

priority, it is also important to ensure that those who take part in the interview process are comprised of an 

eclectic group of individuals including both members and non-members of the hiring department as well as 

students when appropriate.  Keep in mind as you seek to diversify the search committee membership or when 

the duties of the position cross disciplines, specialties, or administrative units, consider including 

representatives who are external to the hiring unit.  The chair of the search committee should educate all the 

committee members about the position, especially those members who are from outside the department or 

hiring unit. 

 To ensure a fair process search committee members must not be related to any of the applicants, have 

mutual business or financial affiliations, or otherwise have a connection with any applicant that would pose a 

potential conflict of interest.  Any such relationships must be immediately disclosed to Human Resources. 

Guidance from Human Resources, as ex-officio members of all search committees who do not vote, is 

critical because many federal and state equal employment opportunity laws affect the search committee’s work 

to include but not limited to selecting applicants to interview, conducting interviews and checking references.  

Additionally, among the institutional criteria that may bear upon the search committee’s work is support of 

diversity, inclusive excellence, and equal opportunity. 

Once a search committee chair and members have been selected, please contact Human Resources so the 

members can be loaded into People Admin.  This will enable the members to view the posting and the 

applicants for the open position. 

 Human Resources, the University Diversity Committee, Staff Advisory Council (SAC), Associated 

Students of the University of the Pacific (ASUOP) and United Cultural Council (UCC) via the Office of 

Multicultural Affairs can assist the department by identifying potential members for search committees. 
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Once the search committee is formed, the chair should: 

 

1. Ensure diverse representation among search committee members – institutional roles, race, ethnicity, 

ability, gender and gender identity/expression, perspectives, administrative units, etc. 

2. Develop a search plan that reflects and aligns the goals and needs of the University and those addressed 

in the Staff Hiring Procedures, including but not limited to the goals regarding diversity and inclusion as 

well as intercultural competence. 

3. Search committee training is available through Human Resources and the Associate Vice President for 

Diversity and Community Engagement. 

4. Request clarification on established search procedures and review the Staff Hiring Procedures with 

committee members. 

5. Seek out additional information about the importance of diversity and the potential for bias in the search 

process.  This information should then be shared with the entire committee. 

6. Ensure the initial applicant pool is diverse before proceeding.  Data on the diversity of the applicant pool 

may be obtained from Human Resources. 

7. Understand the important elements of conducting a search as well as the documentation that is required 

at various stages of the search process. 

8. Discuss with the search committee the initial screening process to determine which candidates to 

interview.  The committee should determine whether a telephone or skype interview should be 

conducted first before inviting semifinalists to participate in on-campus interviews, which is highly 

recommended by Human Resources. 

9. Work with the search committee to develop interview questions, reference questions and any other 

screening mechanisms to be used.  Screening criteria should be developed before applications are read 

and before selecting candidates to consider for interviewing.  Each committee member should 

understand the position description as well as the essential and preferred requirements, skills, and 

qualifications before engaging in the screening process. 

 

Important note: Search committees are encouraged to utilize the assistance of Human Resources and the 

Associate Vice President for Diversity and Community Engagement to review current policies and practices 

related to the search and hiring process in order to create consistent interviewing and reference checking 

protocols for every candidate.  The chair should begin completing the Recruitment Planning Form (Appendix 

B) prior to finalizing the members of his/her search committee and no later than after the first official meeting 

of the search committee. 
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Sources for Search Committee Members 

 

 Human Resources  

o Point of  Contact:  Human Resources Representative 

    ckeller@pacific.edu 

 

 University Diversity Committee 

o Point of Contact:  Associate Vice President for Diversity and Community 

 Engagement  

 lcooper@pacific.edu 

 

 Staff Advisory Council 

o Point of Contact:  Chair for the SAC   

    SAC@pacific.edu 

 

 ASUOP or the United Cultural Council 

o Points of Contact:  ASUOP President      

     ASuopFYI@pacific.edu               

 

Director, Multicultural Affairs 

sacevedo@pacific.edu 

 

 Faculty and Staff from departments that the hiring unit interacts with regularly. 

 Students who regularly interact with the hiring unit or who may interact with the individual 

once hired in the position. 

 Representatives from other campuses, if appropriate. 

  

mailto:lcooper@pacific.edu
mailto:SAC@pacific.edu
mailto:ASuopFYI@pacific.edu
mailto:sacevedo@pacific.edu
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Tips for Conducting Telephone Interviews 
 

PLANNING AND ARRANGING THE TELEPHONE INTERVIEW 

 Schedule a call of no more than 45-60 minutes with each candidate and search committee.  

 Review all candidate materials.  

 Prepare questions.  

 Determine the order in which the search and/or interview committee will ask questions or if one 

representative from the committee will ask all questions. 

 Test telephone or teleconferencing equipment and procedures in advance.  

 

CONDUCTING THE TELEPHONE INTERVIEW 

 Introduce the individuals participating in the interview and describe how the interview will be 

conducted.  

 Ask questions pertaining to the employment application and supporting documentation as appropriate 

(for example, questions about gaps in employment, research projects, and pending publications, etc.).  

 Ask why the candidates are interested in leaving their current position and/or why they interested in the 

position at Pacific.  

 Ask one or two technical questions about the position for which they are being considered.  

 Ask at least one behavior-based interview question about how candidates have handled or will handle 

specific situations by providing examples using a realistic scenario similar to one they could reasonably 

expect to encounter in the position for which they are being considered. 

 Ask at least one diversity-related question that allows candidates to demonstrate their level of 

intercultural competence or job-related capacities to interact with diverse individuals or groups 

 Ask follow-up questions as appropriate to details that emerge as part of each candidate’s interview.  

Please note that while each candidate should be asked the same general interview questions, the follow-

up questions may be uniquely related to information shared by each candidate during his/her/their 

interview. 

 Ask the candidates if they have any questions.  

 Explain the next steps in the selection process. 

 Thank candidates for their time. 
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Tips for Conducting the On-Campus Interview 
 

BEFORE THE INTERVIEW: 

 Reserve appropriate meeting room(s). 

 Review the job description  

 Adjust and agree upon the interview questions to be asked  

 Review the candidate’s application and resume, references, and other materials.  

 Agree on a format for the interview and develop a schedule/itinerary that is shared with the candidate in  

  advance (i.e. which campus or community constituencies need to meet with the candidate, will candidate 

  need to do a presentation and on what topic, will the candidate need to provide a writing sample, etc.) 

  Ensure that each committee member knows and can identify the indicators of the candidate’s ability to 

perform the job.  

 

DURING THE INTERVIEW: 

 The chair should begin with introductions.  

 Offer candidates water. 

 Discuss the interview schedule overall and specifically describe the time that will be spent with the 

  committee. 

 Ask open-ended informational, technical, and behavioral questions.  

 Let the candidates do most of the talking.  

 Keep the interview schedule on track. 

 Observe nonverbal behavior throughout the interview process.  

 Take notes – including only pertinent information relevant to candidate’s potential to perform the 

essential job functions (allow time for committee members to review/revise notes). 

 Allow sufficient time for candidates to ask questions in each session that is part of the schedule. 

 Obtain permission to check (additional) references including former supervisors, if appropriate.  

(Reference checking may be completed prior to inviting semi-finalists to on-campus interviews.) 

 Ensure that the candidates have signed their applications, if they have not done so already. 

 Describe the remainder of the search process and its anticipated time frame. 

 Thank candidates for their time.  

 

AFTER THE INTERVIEW: 

 Give the candidates a current summary of employee benefits. 

 Evaluate the candidates utilizing the established screening mechanism.  

 Document the interview.  

 Collect feedback from anyone who met with the candidates during this process. 
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Sample Interview Questions 

 

1. Please describe responsibilities in your current or last position and how this makes you qualified for the 

current position. 

2. What were your most important accomplishments in the last three positions you have held? 

3. Pacific’s focus is customer or student-centric.  In your present or last position, who was the 

customer/student and how did your job relate to providing service for the customer/student? 

4.  Please describe the budget you managed at your current or prior job, how would you describe your 

approach to budgets. 

5. Please describe any fundraising experience you have had, what was successful? 

6. Describe an achievement by your department or team that put the customer or student first. 

7. How do you go about understanding your customer’s perceptions and needs? 

8. Describe a time in which you mentored another employee in a way that helped him or her to achieve 

higher results. 

9. Describe a time in which you had to change your work style in order to be more effective with people 

different from you. 

10. Give an example of a time when your ability to notice how others felt about an issue enabled you to 

prevent a volatile situation. 

11. What do you consider to be the best idea you have ever sold to a supervisor or manager?  What   was the 

result? 

12. Give examples of the worst and best bosses you have ever had. 

13. How would your co-worker/boss describe you? 

14. Give me an example of when you went far beyond what was required in order to get the job done. 

15. Describe a time where you had to use an informal network in order to achieve an important result. 

16. Why are you interested in higher education?   

17. How many employees have you supervised, how would you describe you supervisorial style? 

18. Tell me about a time when you and a co-worker or your supervisor had a disagreement.  What was the 

issue?  What steps did you take to resolve the conflict? 

19. How do you define "teamwork"?  Give me an example of a time when you worked as 

      a member of a team.  What was your specific role?  What was the goal of the team?  

What steps did you take to ensure the team was successful in reaching its goal(s)? 

20. Please identify what you consider to be one of your strengths and how you have applied it in a work 

situation. 

21. Give me an example when you have shown proactive leadership in your work environment. 

22. How would you go about being an advocate and resource for the teaching and learning process? 
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Sample Interview Questions that may elicit a candidate’s experience related to 
diversity or level of intercultural competence 

 

1. How has your background and experience prepared you to be effective in an environment that values 

diversity?  

2. What does the term “intercultural competence” mean to you?  How would you describe your own level of 

intercultural competence? 

3. In what ways have you intentionally sought to enhance your own intercultural capacity as part of your 

professional development strategy?  Please be specific.  

4. In your opinion, what, if any, are the critical distinctions between international and domestic diversity?  Do 

you have suggestions for enhanced partnership or collaboration for the two areas? 

5. What do you see as the most challenging aspects of an increasingly diverse academic community, and what 

steps have you taken to meet such challenges?  

6. In what ways do you feel it is appropriate to incorporate topics related to diversity and inclusion in your job 

duties? 

7. What is your vision of diversity at an institution like University of the Pacific?  

8. Describe a specific situation in which you worked with a diverse group of people over an extended period 

of time.  Based on this experience, what did you learn?  

9. Have you ever had to accommodate a student with a disability?  Please discuss this experience and explain 

how you made the appropriate or requested adjustments.  

10. In your experience, what are the challenges faced by members of historically underrepresented groups in 

higher education?  What strategies have you used to address these challenges, and how successful were 

those strategies?  

11. Describe a diversity initiative in which you have been directly involved?  Please share the details about 

your specific role in the initiative and what was the outcome? 

12. Have you ever been involved in resolving or addressing a complaint of discrimination, if so what did you 

do and what was the result?  

13. Tell me about a time that you adapted your style in order to work effectively with those who were different 

from you.  

14. What kinds of experiences have you had in relating with people whose backgrounds are different from 

your own?  

15. Can you recall a time when you gave feedback to a colleague who was not accepting of others?  

16. Can you recall a time when a person's cultural background affected your approach to a professional 

situation?  

17. Give examples of times when your values and beliefs impacted your relationships with your colleagues.  

18. What does it mean for you to have a commitment to diversity?  How have you demonstrated that 

commitment, and how would you see yourself demonstrating it here?  

19. Describe the climate for diversity at your present institution.  What impact have you had on that climate?  

20. Have you encountered concerns about "chilly” or “unhealthy” climate raised by members of identity 

groups that have historically experienced bias or discrimination?  If so, how have you responded to those 

individuals or specifically addressed the concerns?  
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Interview Questions to Avoid 

 

Interview questions that are related to a candidate’s age; race, ethnicity, or color; gender or sex; country of 

national origin or birthplace; religion; disability; marital, family status and/or pregnancy are illegal. 

 

Sample interview questions to avoid: 

 

1. What arrangements are you able to make for childcare while you work? 

 

2. How old are your children? 

 

3. When did you graduate from high school? 

 

4. Are you a U.S. citizen? 

 

5. What does your spouse do for a living? 

 

6. Where did you live when you were growing up? 

 

7. How long do you plan to work before you retire? 

 

8. Will you need personal time for particular religious holidays? 
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Checking References 
 

Human Resources requires a minimum of three references be completed for all new hires.  The hiring 

manager or search committee chair should conduct the references on the finalist completing the Reference 

Check Form (Appendix C). This information should be submitted to Human Resources prior to making the 

official offer.  The references will be added to People Admin and the new hire’s personnel file and kept 

confidential.  
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Sample Reference Questions 
 

1. How long have you known the candidate?  In what capacity? 

 

2. How well do you believe the candidate is suited for this position? 

 

3. Is the candidate reliable? 

 

4. Please describe the candidate’s productivity in terms of quality?  In terms of quantity? 

 

5. What are the candidate’s weaknesses?  Strengths? 

 

6. How does this candidate interact with others in a team-oriented environment?  (For administrator 

roles, inquire about managerial and/or leadership styles.) 

 

7. What was the candidate’s greatest challenge and how did the candidate overcome it? 

 

8. What has been the candidate’s most significant accomplishment? 

 

9. How does the candidate tend to solve problems when they arise or respond to a crisis? 

 

10. How does the candidate get along with co-workers?  Supervisors?  Direct reports? 

 

11. Why did the candidate leave their last position? 

 

12. Would you hire or rehire the candidate if you could?  Please explain why. 

 

13. Give an example how the candidate has shown their ability to work effectively with individuals 

from diverse backgrounds or in an environment that values diversity and inclusion. 

 

14. Other questions could ask for any additional comments and feedback the reference would like to 

share about the candidate or inquire about position specific skills and abilities like oral and 

written communication skills, knowledge of relevant regulations or procedures, etc. 
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DOCUMENTING THE SEARCH 

Documenting the Search Process 

Appendix: Sample Offer Letter and Forms 
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Documenting The Search Process 
 

Throughout the search process, the hiring manager or search committee chair is responsible for tracking the 

status of eligible applicants who submit a University application in People Admin.  Pertinent information about 

each candidate like whether or not the candidate was phone screened, interviewed, or became a finalist, etc. 

should be identified in People Admin.  After the finalist has been selected, offered and accepts the job, the 

hiring manager/search committee chair must scan and submit all information listed below to Human 

Resources.  Human Resources will retain this information in People Admin for two years. 

 Any correspondence, thank you notes, etc. 

 Interview questions, interview notes, and interview itineraries  

 A brief explanation regarding why the finalist was ultimately selected. 
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Appendix 

 

A: Sample Offer Letter 

 

B: Recruitment Planning Form 

 

C: Reference Checking Form 
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Sample Offer Letter 

[Date] 

 

[Name] 

[Street address] 

[City, state and zip code] 
 

Dear [Name]: 
 

This letter serves as the authorized offer of employment for the position of _______________ (insert job title), 

in the _____________ (insert department) office at University of the Pacific (insert one of the following if 

applicable, McGeorge School of Law or Arthur A. Dugoni School of Dentistry).  This letter, however, is not an 

employment contract and should not be construed as such.   

Your acceptance of this offer is an expression of your commitment to [continue to] serve the distinctive mission 

of the University: to provide a superior, student-centered learning environment and prepare individuals for 

lasting achievement and responsible leadership in their careers and communities. 

This is a (insert full-time [or part-time] and exempt [or non-exempt]) position with an official start date of 

_____________ (staring date).  The current pay for this position is $____________ (insert hourly rate [for non-

exempt employee] or monthly rate [for exempt employee]), which comes to $___________ (insert annual rate) 

per year, when annualized.  You will be paid on the 10th and 26th of each month.   

(Use for appointments funded for one-year only: This staff position is only guaranteed funding for a one-year 

appointment.) Notwithstanding the foregoing, if you choose to accept this offer (insert for new employees:  and 

complete the conditions set forth below), your employment with the University will be at-will.  This means that 

either you or the University may terminate your employment relationship at any time, for any reason, with or 

without cause, and with or without notice.   

(Use for new employees, not internal hires:  As a new employee, you will be on an introductory status for the 

first ninety (90) working days of your employment.  The purpose of this introductory period is to allow both you 

and the University to get acquainted with each other and determine whether your employment is a good fit for 

both parties.  Both during and after the introductory period, your employment will remain at-will.)   

(Use for existing employees, internal hires:  Your first three months in your new position will be an orientation 

period.  The purpose of this orientation period is to allow you and your supervisor to get acquainted with each 

other and determine whether your new position is a good fit for both parties.  Both during and after the 

orientation period, your employment will remain at-will.)  

(Use for new employees, not internal hires:  As mandated by law, you are required to provide sufficient proof of 

citizenship or the legal right to work in the United States for this offer to be valid.  You are required to provide 

proof of your eligibility to work in the United States before assuming your duties with the University.  For more 

information regarding how to provide sufficient proof of eligibility to work, please contact Human Resources.  In 

addition, the University requires all staff to complete a pre-employment physical/drug and background 

screening.  Human Resources will contact you to make arrangements regarding your physical and background 

screening.   
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[Use for new employees, not internal hires:  We would like to take this time to welcome you to the University.  

After the University receives your acceptance of this offer, Human Resources will contact you with details 

regarding the University’s new hires orientation.  This orientation will further acquaint you with the policies 

governing your employment with the University, including but not limited to, benefits information.  Attendance 

at this orientation is mandatory for all new staff members.] 

[Use for eligible employees:  The University will reimburse you up to a maximum of $_________ of your 

relocation expenses of which some or all may be considered taxable income.  The Internal Revenue Service 

requires the University to report any reimbursements that exceed IRS guidelines as additional compensation 

income to the employee, subject to payroll taxes.  Please refer to the University’s policy at 

http://web.pacific.edu/x35683.xml and IRS Publication 521 at http://www.irs.gov/pub/irs-pdf/p521.pdf for 

additional information.]   

You are expected to comply with all University rules, policies and procedures.  Several, but not all, of the 

University’s rules, policies and procedures can be found in the Staff Handbook, which you can access 

electronically at:  http://www.pacific.edu/Documents/hr/acrobat/RevisedStaffHandbook2009b.pdf.  Additional 

policies can also be located online at: [insert one of the following:  http://www.pacific.edu/About-

Pacific/AdministrationOffices/Business-and-Finance-Division/Human-Resources/Policies-and-Procedures.html 

(for Stockton Campus) or 

http://www.dental.pacific.edu/Human_Resources/Employee_Resources/Policies_and_Procedures.html (for 

Dugoni) or 

http://www.mcgeorge.edu/About_McGeorge/Campus_Offices_and_Services/Human_Resources/Employee_Res

ources/Policies_and_Procedures.htm (for McGeorge)].   

Your acceptance of this offer confirms that you agree to the terms of your employment, including but not 

limited to, the at-will nature of your employment.  This letter sets forth the terms of your employment with the 

University and supersedes any prior representations or agreements, either written or oral.  If you have any 

questions regarding this offer or if your understanding differs in any manner from what is stated in this letter, 

please promptly let us know.  However, please remember that this offer letter is only a statement of your 

employment terms and should not be viewed as a contract.   

We eagerly await your acceptance of this offer.  We ask that you inform us of your intent to accept this position 

by signing and dating a copy of this letter, on the lines below, and returning the signed copy to our attention by 

_______________, 20__.  Failure to return a signed copy of this offer letter by this date may be taken, at the 

University’s discretion, as a rejection of the offer. 

Should you have any questions or concerns regarding employment with the University, please contact 

_____________ (insert name of representative), Human Resources Representative, at ______________ (insert 

representative’s phone number).   

Sincerely, 

 

 

 

 

[Name] 

[Job title and department] 

 

[if release authorization form is enclosed:  Enclosure] 
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I, [name of employee], agree to accept the offer referenced in this offer letter on the terms and conditions 

outlined above. 

 

 

 

______________________________________   ________________________ 

Employee Signature       Date 
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Recruitment Planning Form 
 
Position Title: _______________________________________________________________ 
 
School/Department/Unit: ______________________________________________________ 
 

Directions:  Search Committee Chair should use this document as a guide to formulate the recruiting 

and search protocol.  He/she may find it particularly useful to review it with the search committee during 

the first or second meeting. 

 

1. List Search Committee members and identify Committee Chair.  
 

2. Has the search committee chair and at least one member of the search committee participated in 
training for search committees:  □ Yes □ No  If yes, please note the most recent month/year for 
both: _________________________________________________________________________ 
If no, please consult with Cari Keller in Human Resources about the next available opportunity. 

 

3. Specify the anticipated time frame for the search (i.e. 8-weeks or 6/1/13 to 8/15/13): 
 

4. Note any questions or concerns regarding procedures outlined in the Staff Hiring Procedures: 
 

 

5. Identify any unique aspects of the position that may affect the search (i.e. does this position have 
dual/multiple roles such as administrator and teaching duties or does it report to multiple units on 
campus?): 

 

 

6. Consider the strategy that the committee will employ to attract as diverse a candidate pool for this 
position as possible (i.e. where will the job announcement be posted, are there noted experts in the 
field who can assist with identifying potential candidates, are there upcoming conferences or 
professional meetings that offer additional opportunities to connect with potential candidates, and/or 
what on-campus resources can be utilized to help broaden recruitment efforts?): 

 

7. Note any other relevant information or concerns related to search: 
 

Search Committee Chair: ________________________________ Date: __________________ 

Note: Submit this completed form to Human Resources at the beginning of the search process, 

preferably after the Search Committee has met for the first or second time; HR may share this 

information with the Associate Vice President for Diversity and Community Engagement. 
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Reference Checking Form 

 

Candidate’s Name: ________________________________________________________ 

Reference Called: _________________________________________________________ 

Reference’s Position/Title: __________________________________________________ 

Organization’s Name: ______________________________________________________ 

Candidates Dates of Employment, if known, or 

 when did the Reference work with the Candidate: __________________________ 

 

 

Remarks:__________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

 

 

 

Reference Conducted by: _______________________________________Date: _________________ 
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NOTES 


