UNIVERSITY LIBRARY SEARCH COMMITTEE PROCEDURES
Search committees to fill professional position vacancies in the University Library are appointed by the University Librarian.  Membership typically includes 5-10 people.  Depending on the nature of the position some of the members may be non-academics from the Library and others may come from interested UIC units or (in unusual circumstances) from outside organizations.  The Director of Library Human Resources serves as an ex-officio member.  One professional from within the Library is appointed chair.  Within the structure of access and equity guidelines for searches (see http://www.uic.edu….), the duties of the search committee include:

· As appropriate, meeting soon after its appointment to become more familiar with each other and with the position description

· Consulting with Library HR on where job ads might be posted in addition to standard publications and online lists

· As appropriate, compiling lists of potential candidates who might be recruited directly, and working with Library Administration to issue timely invitations

· As appropriate, compiling lists of experts who might nominate candidates for the position, and working with Library Administration to issue timely requests for nominations

· Offering advice regarding interview schedules, especially to identify groups and individuals who should take part

· Making a recommendation to the University Librarian on whether or not a public presentation should be part of the interview, and what the topic of such a presentation might be

· Reviewing applications as a group shortly after the closing date to make recommendations to the University Librarian on which applicants best meet the position criteria and should be interviewed, and which candidates might form a qualified second tier

· Meeting with each candidate for 45-60 minutes as part of the interview process, with some questions prepared in advance to facilitate the conversation

· Attending the public presentation if one is made

· Receiving comments from interview participants

· Meeting (in person or otherwise) shortly after each interview to assess the group’s opinion and convey it in writing to the University Librarian

· Conveying comments from interview participants to the line Assistant/Associate University Librarian and the University Librarian

· Optionally, also completing personal evaluations of each candidate

Library Human Resources will make application letters and resumes available to committee members via a secure site on the Web.  It will set an interview schedule that makes it possible for nearly all members to take part in each interview, and will communicate interview schedules to potential participants at the earliest possible moment.  Committee members will be expected to participate fully in the interviews unless a serious and unavoidable conflict arises.

Based on her own assessment, with input from the search committee and all others who have participated in interviews, the University Librarian will offer positions as appropriate.
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