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1.3 Position Advertising. The scope and dation of position advertising sthée determined with the
creation of the announcement. Advertising should be as bsoadsonéle and affordable to create an
adequate pdmf qualified candidatefor the position.

| 2.0 SearchCommiittee |

2.1 Committee Formation. The selection process is coordinated through the office of the appropriate Vice
President or Dean supervigithe function of the position. The Vice PresidenDean shall consult with
existing department employees and thmsmnberof departments potentially affected by the position to

form an ad hocSearch Commite Unless otherwise authorized by the Presidezarchcommittees shall

be composed of a minimum of five members. At least one member shall be a representative of the
Personnel @mmittee as designated by thahumittee Non-voting ex officio committee mebers may be
included in search committegeopk not employed by the college must serve onlyniaofficio
capacity.Human Resources shall be informed of the membership of the committee.

2.2 SearchCommittee Member Roles
1. Search Committee ChairThe Vice President or Dean responsible far ositionshall assign
the chairof the committee tone of its members. This will generally be a personl@adership
role for the function of the position, such as a department chaicpblatbea person familiar
with the function oflie position. TieVice Presidenor Dean may serve as ch#fiapprqriate

The committee chair sHdlave general responsibilifgr atimely, thorough,and fair search
following all relevant procedures and legal requirements. Thikldnclude scheduling and
leadingmeetingghat will includesuch activities as developing a position announcement,
identifying recruitment strategies, scheduling interviews, crgatiterview questions, making
recommendations for selection among candidated others as required of theach. The chair
also serves as a regular member of the committee.

2. Personnel Committee RepresentativeThe person designated as the representative for the

5.15Recruitment and Selection of Professional St October 7, 2021 Page2 of 6






Selecteccandidatesnay be considered for interviews. As a general rule, the college may reimburse some
travel expenses for up to three dafatesbased on current reimbursement guidelines. If there are more than
three candidates that the committee wdiklel to interview, tleremay be a round of telephopevirtual
interviewsto reduce the number of potential candidates. All candidatesdeoadwell enough qualified

for live interviews shall be interviewedf preliminary interviews are conductethgy should consist ofat

more than 5 t@ questions andmting rubric based upon those questisimsuld be used for further rating

to determine finalisthatwill move to the next stze.

Candidates the committee considers acceptable for live intervigayde more than the actual number to
be interviewed. The candidatesa@tighest by the Search Committee at thigtmhidl be given the first
opportunity to accept invitations for interview. Alternate candidates may be identified should the highest
rated candidates not accept interviews.

| 4.0 Candidatelnterviews |

The final pool of candidates dhbe interviewed on campus. In exceptional circumstances, other
arrangements may be required. Exceptions will be approved by the appropriate Vice President and in
consultatiorwith the VPBA. Interview settings for each finalist must be the samexéonme,no mixing

of phone and facto-faceinterviews

4.1 Contacting Candidatesand Scheduling Interviews Upon selecting eithaghe preliminary or finalis
pools of candidateso interview the search chair shall coordinate with the appropbatn o Vice
Presidenandassociate@ssistanto male interviewarrangerents. Generally, thassistantsire

responsible for coordinating staff and candidate scheétuésmvel,interviews andfacilities
arrangements.nterview schedules typicalipclude meeting with the appropriate Dean or Vice President,
a campus tour, the formal interview with the Search Committee, and for Academic caralidaigsng or
skills demonstration. The President may also wish to meet with candidates. It is cnitib@lsarch chair
to work closely with the assistaint making arrangementBreliminary interviews generally only require
arrangements of time, Search Committeeation, and contachformation.

If a teaching or other type of demonstration is appleatbe time and location should be announced so that
other members of the GBC community npsyticipate. It is encouraged that @valuation of the
demonstration by the audience be utilizaxd if used, must be the same for every candidate for the
position. Teaching or demonstration topics must be of a similar nature for each candidate within a search.

In-person interviews mapvolve interactions in a socialtieg. Due to ongoingpudget constraints all
requests for GB@ provide lunch, dinner, or othengagement arranged by the search dcradrthe
assignedassistanmust be preapproved by th& PBA. This gathering mancludeonly the candidate (and
spoug if present all orselect Search Committee members, and apjatepyice Presidents or Desn
Arrangements must be similar fol @andidates for a position.

4.2 Interviewing Candidates. The Search @mmitteeshall conduct interviews of candidateddre final
selection ecommendationdnterviews of the finalistandidates shall be conductedperson unless
otherwise
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4. A brief summary of the strengths and/or weaknesassdupon requirements of floé
announcemerdescripton that led to the mommendations

Theapprovalof recommendtionby the Vice Preislent shall be forwarded to the President. Final approval
of arecommendabn to offer a position to eandidatas at the solaliscretion of the Presidertiased on the
informatian and recommatations receivedThe VPBA will determine the initial placement salary to be
offered based upon educatiand releant experience using the docuneghjtrocess and criteria

The Vice Presidnt Dean or otherpersonsupervising the position shall contact the apprazasttidate to
offer the position with salary and other relevant information. If the approsedidate does not accept the
position, the process will continue dowreratings until reaching the end of the list of accepga
candidatesSoon after a candidate has verbally accepted an offer of a position, a professional new hire
contract agreement worksheet will be completed fowarded to Human &ourcesHuman Resources

will generatean official offer letter to the caidhtethrough the NSHE recruiting softwafehe same
individual making position offers to candidates shall also be responsible for cogtaein-
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Search Number & Position Title:

Preliminary Interview Rating

Ratingscale| 1-Poor [ 2-Fair | 3-Neutral | 4-Good | 5-Excellent |
Questions: 1 2 3 4 5

This is just a sample of|Sample: Or you can

where your questions |provide a list of

can be added for questions that will

. reference correspond with this
Candidate Name rubric Total

John Doe 5 5 5 5 5 35
Jane Doe 4 3 2 3 1 17

(o] flo)] fo] lo)] flo] flo] flo] lo] lo] lo] jlo] (o] (o] (o] o] o) fo)




Candidate Comparison (Initial Screening/Pre Interview)
Search Number and Position Title:
Search Committee Member: Date:

Review and rate candidates based on the qualificatons in the position announcement. The position qualifications are
located in the details tab of the recruitment in Workday.

Below is a list of candidates who submitted complete applications. Please give each candidate one overall rating of:

5 - Excellent: exceeds all qualifications 4 - Very good: meets all qualifications 3 - Adequate: meets required

Candidate Rating



Search Number & Position Title:

Final Interview Rating

Rating scale| 1-Poor | 2-Fair |3-Neutra|| 4-Good |5-Exce|lent|

Questions: 1 2 3 4 5 10 11 12 13 14 15 16 17 18 19 20
Candidate Name Total
John Doe 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 100
Jane Doe 4 3 2 3 1 3 1 2 3 1 2 3 1 2 1 2 42
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