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General Search Guidelines (Below Director Only) 
 

Introduc�on 
These guidelines are intended to offer a structured approach to hiring that ensures fairness, inclusivity, 
and compliance with legal standards. While formal search commitees are no longer required for 
posi�ons lower than Director, adhering to these recommended procedures will ensure a robust and 
equitable hiring process. 
 
Planning and Prepara�on 
Define Job Requirements 

• Clearly outline essen�al and preferred qualifica�ons, responsibili�es, and repor�ng structures. 
• Develop a job descrip�on document that includes roles, expecta�ons, and minimum 

qualifica�ons required. 
• The job descrip�on should include succinct, well-defined job du�es and qualifica�ons that align 

with the func�on and responsibili�es of the search. 
• Focus on quality rather than quan�ty; what MUST someone have to BEGIN the job? 
• Ensure cri�cal performance skills are explicitly iden�fied.  

Equity Minded Prac�ces 
Bias is prone to happen when conduc�ng a search, as individuals have their own set of iden��es and 
experiences. These create differences in ideas and thoughts and can impact the search if not mi�gated. 
Here are some ways to mi�gate bias in a search.  

• Determine if the candidate meets specific necessary performance skills only.  
• If an issue arises and the commitee or its members have ques�ons or need support, contact 

Human Resources.  
• Plan targeted outreach strategies to tap into a diverse talent pool. Consider diversity in race, 

gender, na�onality, and other dimensions. 
• Engage with organiza�ons, online pla�orms, and networks catering to underrepresented 

academic communi�es. 
Budget and Resources 

• Assign a specific budget to cover adver�sing, poten�al reloca�on allowances, and travel 
expenses for in-person interviews (if applicable). 

• Allocate appropriate staff hours for each stage of the hiring process. 
 
Job Pos�ng 
Adver�sing 

• Use mul�-channel adver�sing strategies, including academic journals, popular job search 
websites, social media pla�orms, and alumni networks. 

• Share the job pos�ng with other departments or colleges who may know eligible candidates. 
Clarity and Transparency 

• Ensure the job descrip�on and pos�ng include salary range, full-�me or part-�me status, work 
loca�on, remote/hybrid flexibility (if applicable), and applica�on deadline. Use the job 
descrip�on template found here. 

• Use clear, inclusive language that welcomes applicants from all backgrounds. 

https://hr.uccs.edu/document-library
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Applica�on Review 
Ini�al Screening 

• Ensure that the search commitee members decide on a consistent and fair ini�al review process 
and create a shared understanding. 

• Use a consistent evalua�on method to evaluate candidates based on how closely they meet 
minimum and preferred criteria. 

• Perhaps verify the academic creden�als, publica�ons, and professional experience in the 
applica�ons, but be consistent amongst all candidates. 

Shortlis�ng 
• Aim to shortlist at least 5-7 candidates for ini�al interviews to allow for a balanced comparison. 
• When possible, ensure that the shortlisted candidates represent a diversity of backgrounds 

without compromising on qualifica�ons. 
 
Interview Process 
Interview Planning 

• Choose the interview format well in advance (e.g., phone, video conference, or face-to-face) and 
no�fy shortlisted candidates promptly. 

• Develop a set of 10–15 standardized ques�ons that assess both technical skills and so� skills like 
communica�on and teamwork. 

Inclusive Interviewing 
• Ensure interview panels consist of individuals of diverse genders, ethnici�es, and special�es to 

minimize unconscious bias. 
• Support candidates to enable them to show you their best. Create breaks, ensure they have tech 

support, communicate dress expecta�ons, and provide interview topics in advance.  
• Offer accommoda�on for candidates with disabili�es (e.g., sign language interpreters for deaf 

candidates). 
• When sending interview details, share a campus map, parking direc�ons, lacta�on spaces, 

reflec�on spaces, and gender-neutral restrooms.  
Evalua�on 

• Use a consistent evalua�on method to evaluate candidates based on minimum and preferred 
qualifica�ons and their knowledge, skills, and abili�es. 

• Conduct a debrief session with the interview panel to discuss observa�ons and analysis of each 
candidate. 

• Treat ambiguous, biased, or poten�ally not credible feedback as items to ques�on and discuss as 
a commitee, not as fact-based feedback. 

Disposi�oning Candidates in Taleo 
• Disposi�oning of candidates in Taleo is required for all searches. 
• Searches that include a Human Resources Liaison (HRL) as a search member can have the HRL 

disposi�on candidates in real-�me as they are reviewed, interviewed, and selected/not selected. 
• Searches that do not include an HRL as a search member must complete the Abbreviated Search 

Table found here and provide the completed table to their department HRL for disposi�oning in 
Taleo. 

https://hr.uccs.edu/document-library
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Reference Checks and Job Offer 
Reference Checks 

• Conduct reference checks for finalists only. 
• Inform finalists that they have been selected as finalists and are being referred to the reference 

check stage. 
• Ask references specific ques�ons about the candidate's job performance and qualifica�ons. 

Offer Prepara�on 
• Dra� an offer leter that includes salary and informa�on on benefits like healthcare, re�rement 

plans, and professional development opportuni�es using our offer leter templates. Be sure to 
work with HR during this step. 

• Provide a �meline for the candidate to accept or decline the offer. 
Communica�on 

• Respec�ully no�fy unsuccessful candidates, ideally via a phone call, followed by an official email. 
• If appropriate, offer construc�ve feedback to candidates who request it. 

 
Documenta�on and Compliance 
Record-keeping 

• Document every stage of the hiring process, including applica�on review notes, interview 
transcripts, and correspondence. 

• Store all documents securely and organized, as they may be subject to internal review or legal 
scru�ny. 

Review and Feedback 
• A�er the hiring process is complete, conduct an internal review to assess the effec�veness of the 

search. 
• Solicit feedback from all par�cipants to iden�fy areas for improvement. 

 
Legal Considera�ons 
Equal Opportunity Employment 

• The university is an Equal Opportunity Employer. All hiring processes must be conducted without 
discrimina�on based on race, color, religion, sex, sexual orienta�on, gender iden�ty, na�onal 
origin, or protected veteran status, and will not be discriminated against based on disability. 

Data Protec�on 
• All applicant data should be stored and processed in accordance with relevant data protec�on 

laws, including the General Data Protec�on Regula�on (GDPR), if applicable. 
Confiden�ality 

• Maintain confiden�ality throughout the search process. Informa�on about applicants, 
discussions during mee�ngs, and interview proceedings must remain confiden�al among those 
directly involved in the hiring process. 

Record Reten�on 
• Retain all search-related records, including applica�ons, scoring rubrics, and interview notes, for 

a period defined by university policy or federal/state law, whichever is longer. 
 

https://hr.uccs.edu/document-library
https://uccsoffice365.sharepoint.com/:w:/s/HRWebsite/EUmRgvrGSkBOmvasesm5DwsBpaXqG6ckvaWHRklAQZpwcQ?e=0ftLQp&CID=62C55C52-6D59-449A-87AA-1C66E2669D14&wdLOR=c32F78D06-44B3-423C-BC78-DB45DFDB7EC5
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Background Checks 
• Conduct background checks in compliance with federal and state regula�ons. Background checks 

should only be performed a�er a condi�onal offer of employment has been made and should be 
relevant to the posi�on's du�es. 

Reasonable Accommoda�ons 
• Ensure that the hiring process, including interviews and job-related tests, provides reasonable 

accommoda�ons for applicants with disabili�es as required by law. 
Immigra�on Laws 

• Familiarize yourself with federal laws related to employment eligibility verifica�on (e.g., Form I-
9) and ensure that all required documenta�on is completed promptly for new hires who are not 
U.S. ci�zens. Human Resources can assist with this. 

 


