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The hiring supervisor proposes a 
diverse (ethnic background, gender, 

age, etc)  hiring team of approximately 
5 individuals with one of them to serve 

as the team chair 

The hiring Supervisor emails the 
proposed team makeup to the 
Director of Employee Services 
and Professional Development, 
with copies to the appropriate 

Employee Services personnel, for 
review and approval 

The Director reviews the 
proposed team for appropriate 
diversity and will either approve 
or make recommendations for 

changes 
Hiring Supervisor 

makes 
recommended 
changes and 
resubmits for 

approval 

Team Chair arranges a search team 
training session with the search 

team and HR 

HR meets with the search team to 
conduct training on the components of 
the hiring process, interview protocol, 

and interview questions 

HR releases qualified applicants to 
search team to begin review of 

applications 

Proceed to “Interview Process” 

Team will conduct 
meeting to decide 

interview questions 
for candidates 

Team chair submits 
questions to Director 

for approval 

The Director reviews the 
proposed questions and will 

either approve or make 
recommendations for changes 

Team Chair 
makes 

recommended 
changes and 
resubmits for 

approval 


