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Thank you! 
 

Thank you for serving on a search committee for a new Facilities Services employee. Establishing a 

strong and credible search committee is critical to an effective search process.  During the interview 

process the candidate is evaluating the search committee and the university, as well as being 

evaluated.  Every member of the committee is a representative of Facilities Services and the 

University of Tennessee, so it is critical that as you interact with candidates that they receive a 

positive impression of our institution.  A significant portion of the success of our department depends 

upon effective candidate selection. 
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Who is this handbook for? 
 

This handbook is suitable for all hiring managers and those interested in or already serving on search 

committees. 

What information in covered in this handbook? 
 

Part 1   Duties, Roles & Responsibilities 

Part 2   Recruiting Candidates and Reviewing Applications 

Part 3   Interviewing and Selecting 

Contact Information 

Where can I learn more about the role of search committees at the 

University of Tennessee, Knoxville? 
 

UT System Human Resources: http://hr.tennessee.edu/jobs/manage-a-search/ 

UTK Human Resources Recruitment: http://hr.utk.edu/recruitment/ 

UTK Office of Equity and Diversity: http://oed.utk.edu/searches/ 

 

 

http://hr.tennessee.edu/jobs/manage-a-search/
http://hr.utk.edu/recruitment/
http://oed.utk.edu/searches/
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Part 1 Duties, Roles, and Responsibilities 
 

The duties of the committee: 

1) Recruit (Mostly done by Human Resources). 

2) Review applications and select the most qualified candidates. 

3) Interview the top candidates. 

4) Maintain appropriate confidentiality regarding search committee proceedings 

5) Make recommendations to the Hiring Manager based on your findings.  

6) Other duties as assigned by the chairperson. 

One member of the committee will serve as the chair – the official spokesperson of the group and the 

liaison between the group and any hiring officials.  This person is also the main point of contact for any 

distribution of information, notice of changes, and any communication with the committee.  

 

Forming a Well Rounded Search Committee 

 In order to promote equity and diversity in our department and on campus, a well-rounded 

search committee should include women, minorities, and a variety of stakeholders in the vacant 

position (peers, subordinates, and supervisors).  

 For some searches, it may be appropriate to include member from outside the hiring unit.  

 Some departments may have standing or rotating search committees used for multiple searches. 

 In situations where the hiring unit needs to fill more than one position of the same title, 

qualifications, and rank, the unit can use the same applicant pool to fill these. 

 

 

 

 



Search Committee Handbook     4 
 

The Role of the Chair of the Search Committee 

1) Meet with the hiring official to discuss the timeline for the hiring process, the goals of the 

search committee, and the details of the vacant position. 

2) Communicate the expectations of the hiring official to the team. 

3) Schedule meetings of the committee. 

4) Provide leadership to the committee members and manage the search process to ensure 

effectiveness of the team. 

5) Ensure the committee’s compliance with University and Department policies.  

6) Make all necessary updates in the online recruiting system (TALEO) and communicate the 

group’s progress and any challenges to the hiring official. 

 

Meeting with the Office of Equity and Diversity 

The Office of Equity and Diversity ensures that there is fairness in the candidate selection and hiring 

process.  There will be a meeting with someone from OED at the outset of the hiring process that will 

cover the diversity and fairness requirements of the University. Facilities Services seeks to ensure that 

pools of candidates are as diverse as possible.  It is strongly encouraged that the meeting takes place 

with the full search committee.   

Committee members should review the University’s Non-Discrimination Statement prior to this 

meeting: http://oed.utk.edu/searches/statement/ 

 

http://oed.utk.edu/searches/statement/
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Part 2   Recruiting Candidates and Reviewing Applications 
 

Recruiting Candidates 

Recruiting is primarily done online and through the UTK Human Resources Recruiting office.  If you 

know of a qualified candidate you can notify them about the open position and direct them to the 

Recruitment website: http://hr.utk.edu/recruitment/. Please state that this does not guarantee an 

interview and in no way secures employment with the University.  The recommending committee 

member must remain objective when reviewing an acquaintance’s application.  Applications from 

previous job postings may also be used for recruitment purposes.  Depending on the departmental goals 

for a particular position, Facilities Services may choose to recruit for the vacant position on sites other 

than the UTK HR site (see http://oed.utk.edu/searches/recruiting-resources/). 

The position advertisement is open until an offer is made and the position filled. A qualified candidate 

who applies outside of the original departmental timeline may still be considered. 

Reviewing Applications 

The hiring manger and search committee chair should choose the method for the application review 

process. Any of the following are acceptable: 

1) Each committee member reviews all applications and eliminates unqualified applicants. 

2) The chair divides the applications among the committee members and each eliminates the 

unqualified applicants from their portion. 

3) The chair eliminates the unqualified applicants. 

The chair will distribute applications to the committee members.  The members will then assess or 

confirm the applicant’s qualifications against the minimum and preferred requirements listed in the job 

posting. This should be an objective assessment of the requirements in the job posting, such as years of 

experience, education, certifications, and provided references. A matrix is an effective tool for this task 

as it ensures that all applications are evaluated using the same factors. A sample matrix is on the 

following page. 

After unqualified applicants have been removed, the committee should use the matrix to select the most 

qualified of the remaining applicants to interview. How many candidates are interviewed is the decision 

of the committee. When setting up the interviews with selected candidates please be sure to notify the 

http://hr.utk.edu/recruitment/
http://oed.utk.edu/searches/recruiting-resources/
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candidate of the salary range for the position and determine that they are interested in the position 

within that range. 

Sample Matrix for Reviewing Applications 

Name 

BA/BS in 

related 

field 

3-5 years 

experience 

Preferred 

MS/MA 
Certification References Notes 

J. Stands X _ _ X X 
No 

experience 

E. Tower X X X X X Qualified 

B. Ben - X _ X X No degree 

L. Bridge X X _ X X Qualified 

M. Postale X X _ X _ No reference 
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Part 3   Interviewing and Selecting 
 

Interviewing Qualified Candidates 

Prior to interviewing candidates, members of the search committee will attend a training session on 

Behavior-Based Interviewing. This method of creating questions for the job interview will help your 

committee learn specific information about the candidates’ past behavior when faced with certain 

challenges in the workplace. Together, either during or after the training session, the search committee 

will create and choose the questions that all interviewees will be asked. It is recommended that the 

interviews be conducted as similarly as possible—down to the questions being asked by the same person 

and in the same order to each candidate. This ensures consistency and enables comparative judgements 

to be made more accurately. The Office of Equity and Diversity will have given you information on 

questions that must be avoided for legal and discriminatory reasons—it is important that you follow 

those guidelines closely. 

In person interviews can be expensive and time consuming. If possible, conduct initial interviews over 

the phone. The interview process must be the same for all candidates—so if initial in-person interviews 

are chosen, then all candidates must have their first interview in person. In some cases, this will mean 

bringing out of town candidates to campus at our expense. The consistency of the interview process 

among all candidates will help to eliminate bias and ensure that the best candidate is chosen.  

Narrowing the Pool of Candidates 

After the initial interview, the process differs for positions depending on the classification under the 

Fair Labor and Standards Act (FLSA).  

For positions that are classified as “exempt” under FLSA, the committee should divide the pool of 

candidates into two groups: primary candidates and secondary candidates. The chair of the committee 

will update the status of these candidates in the online recruiting system (TALEO). It is important that 

both groups of candidates are kept under review until the hiring process is complete. The Office of 

Equity and Diversity will review the two groups of candidates and notify the chair of the search 

committee when their review is complete. The chair and the hiring manager can then proceed by 

scheduling their primary candidates for a second round of interviews.  
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For positions that are classified as “non-exempt” under FLSA, the committee could select the single 

candidate they wish to recommend to the hiring manager. In most cases, however, the committee will 

inform the hiring manager of several candidates they recommend for a second interview.  

The search committee may or may not be involved in the final decision process. The extent to which the 

committee is involved in the final decision is up to department/unit standards and the hiring manager. 

 

Issuing an Offer 

The hiring manager and committee chair will work with the Facilities Services HR Personnel and the 

UTK Human Resources Recruitment office once a candidate has been selected. An electronic offer letter 

will be generated by the recruitment office and the candidate should be contacted personally by the 

hiring manager.  

 

Notifying Candidates of Decision 

After the offer has been accepted, all other candidates should be notified. The hiring manager may 

choose to contact those who participated in a second interview personally—this demonstrates gratitude 

and respect and may encourage qualified candidates to apply for other positions within our 

organization. The hiring manager or the search committee chair must reject all candidates (even if they 

were contacted in person) in the online recruiting system (TALEO).  

Thank you! 

As the largest non-academic department of the University of Tennessee, Knoxville, Facilities Services 

conducts a significant number of searches and interviews, and hires approximately XXX number of staff 

per year. We appreciate all of our employees who work to keep our department staffed with the best 

personnel possible! 
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Contact Information 

The following individuals have insight into the recruiting, interviewing, and hiring process and may be 

helpful to you and your committee. 

Facilities Services, Administrative Support Services HR Officers: 

Sheree-Ann Spoons, Director 

Arlene Williams, Administrative Coordinator 

UT Knoxville Human Resources, Recruitment: 

Alicia Shamblin, Manager 

Glenn Reider, Recruiter 

Office of Equity and Diversity: 

Jennifer Richter, Associate Vice Chancellor and Director 

Izetta Slade, Associate Director 

This handbook was compiled by the Training and Development staff of the Communication and 

Information Services unit: 

Kevin Garland, Director 

Mike Raabe, Training Coordinator 

Ashley Savage-Gilliam, Training Specialist 

Laura Jo Anderson, Training Specialist 
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