
MEMORANDUM

DATE:
INSERT DATE
TO:

Search Committee Members 

JOB ID # (insert #) for (insert name of position)
FROM:
INSERT NAME OF HIRING MANAGER(S)
RE:

Search Committee Charge

______________________________________________________________________________
Thank you for agreeing to serve on the (Insert name of position for insert JOB ID #) Search Committee. This position bring an important aspect to the (Insert name of office/department). This individual will establish a clear vision for student health and wellness on campus. In preparation for the future, please consider (note: the subjects below can be changed and/or added to what is listed) the following needs as you review applications and interview the candidates:

Commitment to the (Insert name of office/department/unit)
The candidate will (insert commitment level and primary responsibilities). 
Strong Work Ethic
The candidate will (insert job expectations). 

Flexibility/Responsiveness
The candidate will (insert job expectations). 
Use of Technology/Computer Skills
The candidate will (insert job expectations). 

Articulate/Excellent Verbal and Written Communication Skills 

The candidate will (insert job expectations). 

Demonstrated Understanding of the (Insert name of office/department/unit)
The candidate will (insert job expectations). 

Interview as many qualified candidates you find necessary, but as the hiring manager(s), a recommendation for the search committee to present (insert the minimum number of finalists) finalists for review.  The use of open-ended/scenario questions is highly recommended.  It is also recommended that that the search committee forward finalists within (please specify the following timeframe from a minimum of 60 days to 120 days or more) for immediate review and selection.   Again, thank you for your time and service.  Your support is greatly appreciated.
NOTE: Please print on campus letterhead for your respective office/department/unit and provide the Chief Diversity Office with the final electronic and paper copy for the search record.








