
Search charge meeting:
1. Policies
2. Process

3. Timeline *
4. Candidate qualifications 

and important qualities
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Search Process Map

* Timelines are suggestions, we are happy to move forward based 
on the development of applicant pool and bandwidth of committee

Reference 
checks, 

documentation

2-3 days

Search committee 
meeting to vet applicants 

and select finalists for zoom 
interviews. Design interview 

process for zoom and on-
campus interviews.

Search committee 
meeting to discuss and 
determine finalists for 

campus interviews

1-2 days

Search committee 
meeting to discuss and 

determine finalist for hiring 
recommendation.

Same/next day

2
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2-3 days Same/next day 1 day
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1-2 days

Application review
1. Application rubric

2. Bias mitigation best 
practices

Invite candidates to 
zoom interviews.
1. Invitation email 

templates

Zoom interviews
1. Interview rubric

2. Interview agenda
3. Bias mitigation best 

practices

Invite candidates to 
campus interviews.

1. Invitation email templates
2. Campus itinerary
3. Search expense 

procedures

Campus interviews
1. Interview rubric

2. Interview agenda
3. Bias mitigation best 

practices
4. Collecting feedback 

best practices

Submit hiring 
recommendation.

Complete reference 
checks and collect 
documentation.

HR reviews 
compensation and 

reaches out to hiring 
manager with offer.

Same/next dayHiring manager/chair 
makes offer to candidate.

3-7 daysCandidate accepts offer.
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HR begins background 
check (if applicable).

Same/next day

Hiring manager/chair 
reaches out to remaining 

candidates and moves 
workflow in PageUp. 

Option to keep finalists 
in pool.

3-7 days Onboarding begins

Meeting

Info collected from HR

Key:

Search Committee

Hiring Manager/Chair

HR

Candidate

Job posted

Closing the search:
Review next steps on Talent 

Acquisition website
1. Reference check template
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