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• Understand difference between Hiring Committee, Chair and HR responsibilities 

• Select inclusive and conflict-free committee 

• Learn methods for legally and ethically guiding 

candidates through the application process 

• Know how to wrap up selection committee 

HR 
Chair 

Committee 



HR’s Role 
• Assist Staff and Faculty in search process 

• Answer questions 

• Help find better recruitment options 

• Ensure that process is equitable 
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Search Committee Chair Role 
• Reviews position description 

• Selects Search Committee 

• Establishes timeline 

• Provides matrix and interview questions 

• Actively recruits for position 

• Schedules interviews 

• Has final decision on who will be hired 

• (if hiring manager) 
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Search Committees Responsibilities 
• Evaluates candidates to interview 

• Offers guidance and feedback on candidates to Chair 

• Serve as first impression of JCCC 

• Promotes JCCC mission and values 

• Maintains confidentiality 

• Aware of conflicts of interest 

H
U

M
A

N
 R

ES
O

U
RC

ES

Chair 

Committee 

HR 



What’s a Conflict of Interest? 
• When a committee member is unable to be impartial 

• Could include friends, relatives, old coworkers 
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How do I avoid CoI? 
• Disclose conflict of interest immediately 

• Excuse yourself from the committee if necessary 

• Do not serve as a reference if you are on the committee 



Search Committee Selection 
• 2 people minimum 

• Most committees have 3-6 committee members 

• Executive positions have 7+ committee members 

• Should mirror diversity when possible, including 
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DIFFERENT 
PERSPECTIVES 

DIFFERENT 
DISCIPLINE/LEVEL 
THAN POSITION 

UNDERREPRESENTED 
GROUPS 

POTENTIAL 
COWORKERS 



Why a Diverse Committee? 
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Make a 

Great 
First 

Impression 

Make our 
workplace 
more 
inclusive 

JCCC values: 
Belonging 
& integrity 

Discourage 

discrimination 
and bias 

Different 
perspectives 
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IDENTIFY 
SELECTION 
CRITERIA 

DETERMINE 
CANDIDATE 
EVALUATION 

DISCUSS 
INTERVIEW 
QUESTIONS 

DETERMINE 
INTERVIEW 

FORMAT 

SET A CLEAR 
TIMELINE 

Search Committee Preparation 

2 weeks 



Job Description & Requirements 
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Review and update 
description prior to posting. 

Outline departmental needs from 
position. 

“Required” section should only 
have education/experience 

candidate must have. 

Being too explicit could exclude 
minority candidates including 

women. 



Required & Preferred Qualifications 
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Example Matrix 
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Unconscious Bias 
• Unconscious biases are considered prejudice or stereotypes that can be 

in favor or against an individual or group outside their own conscious 
awareness. 

• Unconscious biases could impact the College’s goal for recruiting and 
hiring the most qualified candidate(s). 

• Types of Bias 

o Institutional Bias 

o Implicit Bias 

o Explicit Bias H
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Self- Awareness 
• Caution when looking for the "right fit for the team.” 

• Biases in the screening process that could inadvertently disqualify 
qualified applicants that have non-traditional career paths, non-
traditional research interests or other minority-serving institutions. 

• Recognize that different paths and experiences can make positive 
contributions to a candidate's qualifications. 

• Common biases that have disqualified candidates include their name, 
address, and/or education. – Do not make assumptions H
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Before the interview 
• Decide the type of interview 

• Book a space free from sensory triggers 

• Discuss providing the interview questions beforehand or having a 
presentation provided by candidates 
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How do we ensure our process is fair and equitable? 
• Be mindful of assumptions 

• Avoid biased language 

• Provide all applicants same, thorough information of interview process 

• Ensure that all questions are job-focused 

• Uphold consistent criteria for all candidates 

• Avoid cybervetting 
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Contact With Candidates 
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IF AN APPLICANT 
CONTACTS YOU, 
FORWARD TO HR 

CONTACT BY 
PHONE OR EMAIL 

CONFIRMATION VIA 
EMAIL 

ACCOMMODATIONS 
ARE NEEDED 
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How long have you been working?

Where are you from?

Interviews are 
structured and 
questions are 

behavioral 

Relate to job functions, 
work experiences, 

and/or 
professional                   

accomplishments. 

Great Interview Questions 

Same for everyone Follow up 
questions used to 

clarify work 
history and 
experience. 



How old are 
you? 
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How long have you been working? 

What are your chances of being called to active duty? 

Where do you live? 

Where are you from?

Are you 
married?

Why won’t you make eye 
contact? 

What gender do you identify 
as? 

Is English your first language? 

What fraternity were you in? 

So what did you do for Christmas? 

I noticed you walk with a limp… 

Have you ever been arrested? 

How soon do you plan to retire? Weinberg… is that Jewish? 

Bad Interview Questions 

Probe for 
Answers 

Are not job 
or 

qualification 
focused 

Involve 
protected 
class info 

Are personal 



Committee 

Chair 

Handling Accidental Answers & Situations 
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Tell us about 
yourself! 

I’m dedicated, have a B.S. 
in Business and have 

great experience. 



Committee 

Chair 

Handling Accidental Answers & Situations 
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When I’m not working, my 
wife and I like to explore 

coffee shops. 

• Allow the candidate to finish answering the question and do not address 
the personal topic further. 

• Legally, you may not use personal information (even if obtained 
accidentally) to make your hiring decision. 

Coffee shops are 
great! Where is 

your favorite one? 

Thank you for 
answering. Our 

next question is… 



Interview Outline 
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WELCOME 
THE 

CANDIDAT 
E 

COMMITTEE 
INTROS 

DESCRIBE 
THE 

POSITION 
AND TIME   
ALLOTTED 
FOR THE 

INTERVIEW 

ASK 
INTERVIEW 
QUESTION 

S 

ALLOW 
CANDIDAT 
E TO ASK 

QUESTION 
S 

SHARE 
TIMELINE 
OF NEXT 
STEPS 

INTERVIEW 
ENDS 



Interview Documents 
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Interview Documents 

Any Hiring Process documents federally mandated to be kept with HR.. 

HR 



Interview Documents 
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Interview Documents 

Any Hiring Process documents federally mandated to be kept with HR. 

All interview/matrix notes can be discoverable. Watch what you 
write! 

HR 



Interview Documents 
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Interview Documents 

Any Hiring Process documents federally mandated to be kept with HR. 

All interview/matrix notes can be discoverable. Watch what you 
write! 

HR 

All documents should be submitted to hr@jccc.edu 



After Interviews 

• The Search Committee should have a discussion to help on 
the decision of the final candidate. 
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Receive salary calc to make verbal offer to candidate and confirm start date 

Reiterate the importance of confidentially through the hiring process 

Submit all interview notes to Human Resources hr@jccc.edu 

Move all candidates to the appropriate stage in PageUp 

Request salary calculation for verbal offer 

mailto:hr@jccc.edu


o Work with HR regarding any issues/questions 

o 913-469-8500 ext. 4983 or HR@jccc.edu 
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mailto:JobsAtJCCC@jccc.edu


Search Committees should ensure that... 
o Applicants are treated fair and equal 

o Keep an eye out and address any conscious and unconscious biases 

o Ensure committee members can safely expresses their opinions 
to avoid committee members conforming 
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