Hiring Process Roles

The Hiring Manager plays a central role in the hiring process, acting as the primary decision-maker and ensuring
the process aligns with the needs of the team or department. Their key responsibilities include:

Defining Job Requirements: Collaborating with HR or the search committee to create the job description,
outlining key skills, qualifications, and responsibilities.

Leading Candidate Evaluation: Reviewing resumes, participating in interviews, and evaluating
candidates based on their fit for the team and role.

Coordinating the Process: Managing the logistics of the hiring process, such as scheduling interviews,
ensuring timely communication, and overseeing candidate assessments.

Making the Final Decision: After input from the interview team or search committee, the Hiring Manager
typically makes the final decision or recommendation for the candidate to hire.

Managing the Offer Process: Leading negotiations on salary, benefits, and terms of employment, and
extending the job offer to the selected candidate.

Onboarding: Ensuring a smooth onboarding process to integrate the new hire into the team and set them
up for success.

The Hiring Manager ensures that the hiring process meets the department's needs and that the best candidate is
selected and onboarded effectively.

The Search Committee Chair leads the hiring process, ensuring it runs smoothly, fairly, and transparently. Their
key responsibilities include:

Overseeing the Search: They guide the committee in defining the job description, setting timelines, and
managing the search process.

Promoting Fairness: Ensuring all candidates are evaluated equitably and addressing any biases or conflicts
of interest.

Evaluating Candidates: Leading the review and interview process, helping the committee assess
candidates against job requirements.

Communication: Keeping stakeholders informed and managing communication with candidates.

Final Decision: Leading the final selection, negotiating offers, and ensuring a smooth onboarding for the
new hire.

The Chair is pivotal in ensuring an efficient, effective, and fair hiring process.

Search Committee members play a key role in evaluating candidates throughout the hiring process. Their
responsibilities include:
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Reviewing Applications: Screening resumes and materials to shortlist candidates.

Conducting Interviews: Asking questions and assessing candidates' fit for the role.

Providing Feedback: Sharing input on candidates’ strengths and weaknesses.

Ensuring Fairness: Promoting unbiased evaluations and maintaining confidentiality.

Supporting Decision-Making: Helping select the final candidate through discussion and consensus.

Members contribute to a thorough, objective, and fair hiring process.
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