September 1, 2006
MEMORANDUM
 

TO:

Hiring Authorities 
 

FROM:

Lewis Benavides, SPHR
              
Associate Vice President for Human Resources
                 
Equal Employment Opportunity/Affirmative Action Officer
 

SUBJECT:  
Faculty and Staff Search and Selection Handbook 
 

 

The hiring process is an integral part of filling jobs in higher education. The process involves initial aspects of assessing applicant qualifications, conducting effective interviews, and making an objective recommendation to hire. Changes in state and federal laws, increased demands for accountability in state government, and the costs involved in searching for new employees requires that each search be conducted legally and efficiently. 
 

Texas Woman’s University’s procedures address statutory requirements such as the Civil Rights Act, the Americans with Disabilities Act, the Texas Commission on Human Rights Act, and the State Appropriations Act. These ensure equal employment opportunity for all applicants, uniform reporting procedures, and compliance with federal and state laws and regulations. 
 

The Office of Human Resources has provided this handbook to assist search committees and hiring authorities in making valid recommendations for hire while complying with University policy. The handbook is a procedural search guide available at the Human Resources web site.  It offers guidance on prevailing laws, University hiring procedures, and screening and interviewing techniques. 
 

This guide includes an extensive set of approved interview questions based on work behaviors. These questions can be tailored to various hiring situations to assess applicants' knowledge, skills, and abilities to perform the job. This basic list of questions does not preclude asking more specific questions based on responses to initial questions or to clarify relevant work experience and education identified on the application or resume. Using the basic list of questions in the selection process and the quantifiable matrix selection process outlined in this guide will ensure objective, job- related, consistent results. 
 

The Associate Vice President for Human Resources assigns consultant services to all search committees and hiring authorities. In addition, members of the Office of Human Resources are available upon request to brief search committees and hiring authorities on these procedures. Assistance is also available on advertising and screening applicants. Please do not hesitate to contact the Manager of Selection and Recruitment and/or the Manager of Equal Opportunity and Diversity at 898-3555 for assistance. 
