(INSERT NAME OF CONTRACT TITLE)
Candidate Introduction and Position Summary

Good morning/afternoon [Candidate name],

Thank you for meeting with us.  We will begin by going around the table and introducing ourselves.  My name is (Insert Name).  I am serving as the chair of this search committee.  [We will proceed to have the other members introduce themselves]. 

As more fully described in the job posting I have provided for your reference, you are here to interview for the position of (Insert Contract Title).  The mission of the (INSERT NAME OF THE DEPARTMENT/DIVISION/OFFICE) is to (PLEASE INSERT GOALS AND OBJECTIVES FOR THE DEPARTMENT/DIVISION/OFFICE). 
IN THIS AREA, PLEASE COPY THE FUNCTIONS OF THE POSITION.
