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SEARCH COMMITTEE HANDBOOK 

Goals of the Selection Process  

a. To attract a diverse array of highly-qualified applicants to Wayland Baptist University 
b. To provide all applicants an equal opportunity to apply and compete for positions at 

Wayland Baptist University. 
c. To encourage promotional opportunities for existing employees, particularly for women 

and underrepresented groups. 
d. To take deliberate action to address any areas of underrepresentation of women or 

racial/ethnic minorities at Wayland Baptist University. 
 

2) Roles and Responsibilities of the Search Committee 

The search committee can and will effect change in the composition of Wayland’s workforce 

through the recruitment, selection, and hiring of university employees.  This section of the 

handbook contains information and examples which are intended to provide assistance to the 

search committee chairperson and members of the search committee involved with the 

interview, selection, and hiring process. For purposes of clarity, “department chair” is defined in 

this document as the head of the hiring unit. 

a. S
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 Attempts should be made to appoint as a committee member an individual who has 
supervised the vacant position or a similar position.  

 Determine whether each potential appointee has sufficient time to devote to search 
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 Review and reaffirm the essential and preferred criteria for selection, criteria that are 
important to the department and the College, and the hiring official's view of the 
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 Consulting with current women and racial/ethnic minority staff to identify successful 
strategies and to obtain referrals for diverse prospective applicants  

 Maintaining ongoing professional contacts with colleagues at other institutions to 
solicit nominations of well-qualified applicants  

 Advertising positions in a variety of publications and with professional organizations 
that reach diverse populations  

 Personally inviting women and racial/ethnic minorities to apply for position openings  

 Identifying women and racial/ethnic minorities in highly specialized fields and inviting 
them to recruit other women and minorities 

 Soliciting the names of prospective applicants from caucuses of women and 
racial/ethnic minorities within relevant professional and academic associations  

 Reviewing applicant pools from prior searches to identify promising women and 
minority applicants for current or future searches 
 

d. Solicitation Letters to Institutions and Individuals 

 The head of the hiring department or chair of the search committee should write a 

letter of invitation to the appropriate individual at other institutions with outstanding 

programs in the field for which candidates are being sought. These letters may be 

mailed or sent electronically. The letters should include Wayland’s statement on 

diversity, along with a copy of the job description.  

 In addition, letters should be sent to individuals whose prestige and involvement in 

the field or in diversity activities make them possible sources of information regarding 

women and minority candidates (as well as regarding other candidates who would 

bring diversity to Wayland’s faculty, staff, and administration). It is especially helpful 

to send letters directly to women and minority faculty members who are distinguished 

in the field. 

e. Search Committee Networking 
Generating a broad pool of potential candidates requires the active and ongoing 
participation of search committee members. Often, outstanding potential candidates do 
not apply for advertised positions, but might be responsive to individual contacts.  

 Committee members should take every opportunity to make personal contact with 
potential candidates and to communicate with colleagues at other institutions who 
may have special insight into the applicant pool, including those candidates in the 
pipeline.  

 Specific inquiries should be made to identify women and members of 
underrepresented groups, as well as others who would bring diversity to the faculty. 

 Search committee members should approach such candidates even when it is assumed 
that these potential candidates might be unavailable, perhaps due to family 
constraints or a spouse's employment. Assumptions should be verified through direct 
inquiry. 

 Departments are encouraged to develop a database of promising potential candidates, 
especially women and underrepresented groups. These could be students nearing 
completion of their degree programs, postdoctoral fellows, researchers in industry or 
academia or faculty at other institutions. 
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f. Professional Meetings and Conferences 
Search committee members and departmental faculty are encouraged to make personal 
contact with potential candidates at professional meetings and conferences and to 
publicize the job among meeting/conference attendees. Most discipline-based 
professional organizations have both national and regional meetings, newsletters, email 
lists and websites. These resources should be used by the search committee in its 
recruiting efforts. Job announcements should be distributed to national or regional 
contacts with follow-up phone calls to discuss the best ways in which to identify promising 
employees.  
 

g. Diversity Leadership Requirements for Supervisory Positions 
The following statements should be included in all job descriptions and position postings: 

 “Wayland Baptist University is especially interested in qualified candidates who 
can contribute, through their research, teaching, and/or service, to the diversity 
and excellence of the academic community.” 

 “Wayland Baptist University is responsive to the needs of dual career couples.” 

 “Women, minorities, individuals with disabilities, and veterans are encouraged to 
apply.” 
 

4) Applicant Self-Identification Forms 

Wayland Baptist University requests information from job applicants to monitor and report on its 

diversity initiatives. This information is requested via the Employment Demographic Form 

(attached), which is provided to each applicant by the Office of Human Resources.  Submission of 

this form is voluntary. The information is for summary data and reporting only and will not be 

used in making employment decisions. If applicants choose not to answer these questions, they 

will not be excluded from consideration for employment.  

 

5) Resources/Running an Effective Search Committee 

a. Preparation: Before you Meet with Your Search Committee 

Review the relevant data concerning representation in your department and nationally 

and hold your first meeting as soon as possible. Holding your first meeting early will 

enable you to develop and implement an effective recruitment plan, publish the 

advertisement early, and provide the time needed to discuss and establish criteria for 

evaluating applicants. 

 

b. Build Rapport Among Committee Members 

Gain the support of your committee members. Active involvement of every member of 

the committee can help you reach a broad base of potential candidates. To generate 

active participation, set the tone in the first meeting. In productive search committees, 

the committee members feel that their work is important, that each of them has an 

essential role in the process, and that their involvement in the search process will make a 

difference. Some tips include: 

 Begin with brief introductions to get your committee members talking and 

comfortable with each other. The assumption that members already know one 
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another may not be correct—particularly if the search committee includes a 

student representative or members from outside the department.  

 Be enthusiastic about the position, potential candidate pool, and composition of 

the search committee.  

 Remind committee members that in this age of tight budgets each position is 

precious and that it is up to them to ensure that the best candidate is in the pool.  

 Explain that the search process is far more idiosyncratic and creative than the 

screening process and stress that committee members can put their individual 

stamp on the process by shaping the pool. 

 

c. Actively Involve all Committee Members in Discussions and Search Procedures 

A broad pool is generated by a broad group of people. You will need assistance from every 

member of the committee, and the more work the committee does, the less you have to 

do. Try to make sure that each member of the committee feels involved, valued, and 

motivated to play a significant role in the search. Some tips include: 

 Include in your first meeting at least one exercise in which you ask for a 

contribution from each committee member—this might be a discussion of the 

essential characteristics of a successful candidate or a brainstorming session 

about people to contact to help identify candidates.  

 Be especially sensitive to interpersonal dynamics that prevent members from 

being full participants in the process. Many of us may assume, for example, that 

senior faculty are more likely than junior faculty to have connections or ideas 

about people to contact for nominations, or that students will be less critical in 

their evaluations. Sometimes these assumptions are correct, but we have all had 

our assumptions challenged by the junior colleague who nominates a great 

candidate or the student who designs an insightful interview question.  

 Before leaving a topic, be sure to ask if there are any more comments, or 

specifically ask members of the committee who have not spoken if they agree 

with the conclusions or have anything to add. Be sure to do this in a way that 

implies you are asking because the committee values their opinion; try not to 

embarrass them or suggest that they need your help in being heard.  

 If you notice that a member of the committee does not speak at all, you might 

talk with them after the meeting and mention that you are grateful that they are 

donating their time. Ask if they feel comfortable in the meeting and if there is 

anything you can do to facilitate their participation. This may be particularly 

important if your committee has a student member who is intimidated by having 

to speak in a room full of faculty. 

 

d. Run efficient meetings 

The first meeting shapes the attitudes of the committee members about the process and 

their role in it. The goal is to make the committee members feel that what they are doing 
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conversations. This information should be held confidential in perpetuity, 

not just until the search is over.  

o Other common ground rules you may wish to establish include turning 

off cell phones, routing pagers to an assistant, being on time, treating 

other committee members with respect even if there is a disagreement, 

etc. Whatever ground rules you establish should represent a consensus 

and should be accepted by the entire committee. They may need to be 

reviewed and updated periodically.  

e. Discuss roles and expectations of the search committee members.  
Make sure your committee members know what is expected of them in terms of 
attending meetings, building the candidate pool, evaluating candidates, etc. Make sure 
your committee members know that participation in this search will require considerable 
time and effort. Some of the roles/expectations for search committee members include 
helping to: 

 Raise and discuss issues of diversity 

 publicize the search  

 recruit candidates  

 develop evaluation criteria  

 evaluate candidates  

 develop interview questions  

 interview candidates  

 host candidates who interview on campus  

 assure that the search process is fair and equitable  

 maintain confidentiality 
 

f. Discuss the search process time line. 
Make sure that committee members understand both the importance of moving quickly 
and the extent of their commitment in terms of plausible closure dates. 
 

g. Anticipating problems 
Despite your best efforts to gain the support of your search committee and to actively 
involve them in the search process, your meetings and efforts may not proceed as 
smoothly and effectively as you would like. It may help to anticipate problems and think 
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The search committee will find the behavior based interview to be of particular value.  
Behavioral Based Interviewing focuses on experiences, behaviors, knowledge, skills and 
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 If the candidate seems to be a possible finalist and if references have not been checked, 
ask if you can check the references provided by the candidate as well as references not 
listed on the resume.  

 Describe the remainder of the search process and the approximate time frame. DO NOT 
MAKE PROMISES YOU CANNOT KEEP AND KEEP PROMISES YOU MAKE. If you tell a 
candidate that you will get back to him/her by a specific date, be sure to follow through. 
If the time-frame changes, be sure to notify the candidates.  

 Thank the candidate for his/her time.  
 

The following additional tips will help ensure an effective selection process.  

 Structure the interview to be as consistent as possible for all candidates. Use the same 
questions, setting, time allotment, and interviewers.  

 Utilize patterned interviews with each candidate to allow the committee to make the 
best comparisons, to ensure that each candidate is treated fairly, and to minimize 
unconscious biases.  

 Utilize behavior-based interviewing techniques based on the concept that past 
behavior and performance is the best predictor of future behavior and performance. 
Behavior-based questions focus on job-related experiences, behaviors, knowledge, 
skills, and abilities. Asking behavior-based questions can help separate those 
candidates who skillfully answer interview questions from candidates who skillfully 
display their quality on the job.  

 Avoid theoretical questions such as “How would you go about influencing those you 
supervise and work with on the benefits of diversity?” A better question would be 
“How have you influenced those you supervise and work with on the benefits of 
diversity?”  

 Assess whether the answers to the questions, if used in making a selection, will have a 
disparate impact on applicants in protected classes and whether the questions are 
essential to judge an applicant’s qualifications for the position.  
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 Discuss and give specific examples of how your personal relationship with Jesus Christ 
has impacted your personal and professional life.  

 Describe your understanding of and passion for Wayland’s mission. How can you help 
Wayland achieve its Christian mission? 

 Describe your current church membership and specific ways that you are actively 
involved in the life of that congregation.  

 In what specific ways can you envision your personal faith being integrated into your 
daily work at Wayland?  

 Wayland is a distinctively Christian institution. How will you fit into that environment? 

 Please explain your understanding of how the members of the Wayland faculty and 
staff demonstrate Christianity and a Christian value system to faculty and staff, 
students, and other constituencies.  

 
Examples of Questions Regarding Work Experience in General:  
 Please describe your present responsibilities and duties.  
 How would you characterize your level of computer literacy? What are some of the 

programs and applications with which you are familiar?  
 Describe the most complex problem you had to solve in your current/last position?  
 Discuss some of the problems you have encountered in past positions.  
 What do you consider to be your most important accomplishments in the last three 

positions you have held?  
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 Can you share with us your ideas about professional development?  
 Describe some basic steps that you would take in implementing a new program.  
 What is one or two of your proudest professional accomplishments?  
 How do you feel about diversity in the workplace? Give us some examples of your 

efforts to promote diversity.  
 Tell us how you go about organizing your work. Also, describe any experience you have 

had with computers or other tools as they relate to organization.  
 Describe your volunteer experience in community-based organizations.  
 What professional associations do you belong to and what is your level of 

involvement?  
 Tell us about your preferred work environment.  
 What experiences or skills help you manage projects?  
 Tell us how you would use technology in your day-to-day job.  
 In what professional development activities have you been involved over the past few 

years?  
 What things have you done on your own initiative to help you prepare for your next 

job?  

Examples of Questions Related to Supervision:  
 What are the characteristics that you prize most in an employee? What behaviors or 

characteristics do you find intolerable?  
 Give an example of a time when you were disappointed by an employee's lack of 

accomplishment and what you did about it.  
 In your experience, what motivates employees?  
 Describe how you would handle a conflict between two or more of your staff 

members.  
 What can a supervisor do to create a positive working environment?  
 What methods of communicating with your staff have you found most successful?  
 What recognition and reward systems have you found to be most effective?  
 In your opinion, what is the role of a supervisor?  
 In your opinion, what are the major responsibilities of a supervisor?  
 What is an effective training and orientation program for a new employee?  

Possible Interview Questions for Faculty Candidates 
This is a sampling of generic questions to assist search committees in developing 
interview questions that may be asked of candidates for faculty positions.  
 Describe your teaching style.  
 Describe your teaching philosophy.  
 What technology applications have you utilized in the classroom?  
 How do you engage students, particularly in a course for non-majors?  
 Share your thoughts and ideas about professional development.  
 In your opinion, how should the workload of a faculty be split and into what areas?  
 What changes have you brought to the teaching of (particular discipline)?  
 How would you go about being an advocate and resource for the use of technology in 

the teaching and learning process?  
 What courses have you created or proposed in the past five years?  
 What do you think are the most important attributes of a good instructor?  
 Where does this position fit into your career development goals?  
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 How do you define good teaching?  
 What do you think are your greatest strengths as an instructor?  
 In which areas do you feel you can use some further development?  
 How do you feel your teaching style can serve the student population of Wayland?  
 In what professional development activities have you participated over the past few 

years?  
 What pedagogical changes do you see on the horizon in (particular discipline)?  
 How would your background and experiences strengthen this academic department?  
 How do you adjust your style to the less-motivated and under-prepared student?  
 How have you involved your students in your research?  
 What are your current research interests?  
 What are the most recent books and articles that you have read?  

Possible Diversity-Related Interview Questions 
Keep in mind that questions regarding diversity need to be directly related to the 
responsibilities of the position for which the candidate is interviewing.  Solicit quantifiable 
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 What do you see as the most challenging aspects of an increasingly diverse academic 
community? 

 What initiatives have you taken in your previous capacities to meet such challenges? 
  What is your sense of the complexities and leadership challenges related to these 

issues? 
 How would you work with people under your supervision to foster the creation of 

climates receptive to diversity in the workforce, in the curriculum, in faculty/staff 
meetings?  
 

c. 



17 
 

 Do you have any conflicts that would prevent you from working the schedule 
discussed?  

 What languages do you speak or write fluently?  
 Have you worked under any other professional name or nickname?  
 Do you have any relatives currently working for Wayland?  
 Would you have any problem working overtime if required?  

 Avoid the following interview questions for candidates with disabilities. 
 Do not ask questions regarding:  

o The nature of a disability  
o The severity of a disability  
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In your opinion, did the candidate have sufficient mastery of a body of knowledge in 
(specific discipline)?  
Was the candidate's area of professional emphasis evident and was his/her level of 
knowledge in this area sufficient to be considered expert?  
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links to pertinent websites. Local realtors and the Chamber–of-Commerce are potential 
resources for providing information on child care, housing and schools as well as on 
guided overviews of cities and neighborhoods.   
 
Candidates should also be encouraged to review the Baptist General Convention of Texas 
website. Special consideration should be given to the sections entitled “1963 Baptist Faith 
and Message” and “What We Believe.” 

 
All candidates should be treated equally during their interviews and campus visits. When 
feasible, similar events should be scheduled, interviews with the same groups of 

http://texasbaptists.org/files/2010/08/1963BaptistFaithandMessage1.pdf
http://texasbaptists.org/files/2010/08/1963BaptistFaithandMessage1.pdf
http://texasbaptists.org/about/what-we-believe/
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 Identify someone in the department who can offer to have a confidential conversation 
(one not to be conveyed to anyone else in the department) with candidates about 
these issues. This person should be well-informed about all programs supporting 
faculty members’ families, and willing to describe or discuss them with candidates, 
without transmitting information about the candidate’s personal circumstances to the 
department or the rest of the search committee.  

7) Confidentiality  

a. In order to keep the process as focused and self-
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a. The composition of the candidate pool should be compared with the gender and 

race/ethnicity availability pool data for the discipline prior to beginning the search 

process.  

b. A diverse applicant pool is important. If, for example, women or underrepresented 

minority applicants are not present in the pool at about the rate of estimated availability 
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WAYLAND BAPTIST UNIVERSITY 

EMPLOYEE DEMOGRAPHIC REPORTING FORM 

 

THIS FORM IS TO ONLY BE COMPLETED AFTER APPLICANT HAS FORMALLY ACCEPTED OFFER OF EMPLOYMENT 

WITH THE UNIVERSITY 

 

To aid Wayland Baptist University in complying with reporting requirements of the U.S. Department of 

Education and the Baptist General Convention of Texas, please answer the following questions: 

 
Employee’s Name:                                                                                                                    

 

What is your gender?  
 
Male:              . 
Female:              . 
 
Are you Hispanic/Latino?  
 
Yes:              .  
No:              . 
 
With which race or races do you identify?  
 
American Indian or Alaska Native:              . 
Asian:              . 
Black or African American:              . 
Native Hawaiian or Other Pacific Islander:              . 
White:              . 
 
Is your religious affiliation Baptist? 
 
Yes:              .  
No:              . 
 

No Information Provided Will Be Used For Current or Future Employment Considerations. 
 


