
Summary of Resources 
 

Developing Position Description 
• https://hr.oregonstate.edu/search-excellence/position-description-analysis-

development 
 

Charge Letter 
• Search Charge Letter 

 

Search Committee Training 
• SIUE Search Committee Training - Web Version 

 

Developing the Job Description 
• Writing the Position Announcement – University of Nebraska-Lincoln 
• 4 Tips for Writing Better Job Posts (Plus Before and After Examples) 

(linkedin.com)  
• Diversifying applicant pools requires writing better job ads (opinion) 

(insidehighered.com)  
• Soliciting Performance, Hiding Bias: Whiteness and Librarianship – In the 

Library with the Lead Pipe  
• The Case for Cluster Hiring to Diversify Your Faculty (chronicle.com)  
• Job Description Writing Guide – PittHR  
• Crafting Job Descriptions – Brown 

 

Estimating Availability 
• Estimating Availability Resources 
• Estimating Faculty Availability using IPEDS Completions 

 

Recruitment Strategies 
• Common Views On Diversity In Hiring and Responses 
• Recruitment Strategies 
• Resources for job posting 
• Recruiting Resources for Search Committees (WISELI) 
• Guide to Recruit at HBCUs 
• SIUE's Recruitment Packet Form 
• HERC Job Board Tutorial: CV/Resume Search 

https://hr.oregonstate.edu/search-excellence/position-description-analysis-development
https://hr.oregonstate.edu/search-excellence/position-description-analysis-development
https://siuecougars.sharepoint.com/:f:/r/teams/Provost-EquityAdvisors/Shared%20Documents/General/Toolkit%20documents%20for%20linking/Charge%20letter%20examples?csf=1&web=1&e=1kl0Dn
https://www.siue.edu/its/training/SearchCommitteeTraining/content/#/
https://diversity.unl.edu/writing-position-announcement
https://www.linkedin.com/business/talent/blog/talent-acquisition/expert-tips-for-writing-better-job-posts?trk=related_steps-to-craft-more-compelling-job-ads
https://www.linkedin.com/business/talent/blog/talent-acquisition/expert-tips-for-writing-better-job-posts?trk=related_steps-to-craft-more-compelling-job-ads
https://www.insidehighered.com/advice/2022/05/10/diversifying-applicant-pools-requires-writing-better-job-ads-opinion?utm_source=Inside+Higher+Ed&utm_campaign=12f3072b09-DiversityMatters_COPY_01&utm_medium=email&utm_term=0_1fcbc04421-12f3072b09-236253817&mc_cid=12f3072b09&mc_eid=77ca689023
https://www.insidehighered.com/advice/2022/05/10/diversifying-applicant-pools-requires-writing-better-job-ads-opinion?utm_source=Inside+Higher+Ed&utm_campaign=12f3072b09-DiversityMatters_COPY_01&utm_medium=email&utm_term=0_1fcbc04421-12f3072b09-236253817&mc_cid=12f3072b09&mc_eid=77ca689023
https://www.inthelibrarywiththeleadpipe.org/2015/soliciting-performance-hiding-bias-whiteness-and-librarianship/
https://www.inthelibrarywiththeleadpipe.org/2015/soliciting-performance-hiding-bias-whiteness-and-librarianship/
https://www.chronicle.com/article/the-case-for-cluster-hiring-to-diversify-your-faculty/
https://siuecougars.sharepoint.com/:b:/r/teams/Provost-EquityAdvisors/Shared%20Documents/General/Toolkit%20documents%20for%20linking/JobDescriptionWritingGuide%20-%20Pitt%20HR.pdf?csf=1&web=1&e=I4cHf7
https://siuecougars.sharepoint.com/:b:/r/teams/Provost-EquityAdvisors/Shared%20Documents/General/Toolkit%20documents%20for%20linking/Crafting%20Job%20Descriptions%20-%20Brown.pdf?csf=1&web=1&e=f6aTtC
https://siuecougars.sharepoint.com/:b:/r/teams/Provost-EquityAdvisors/Shared%20Documents/General/Toolkit%20documents%20for%20linking/EstimatingAvailabilityResources.pdf?csf=1&web=1&e=pauS8V
https://siuecougars.sharepoint.com/:w:/r/teams/Provost-EquityAdvisors/Shared%20Documents/General/Toolkit%20documents%20for%20linking/Faculty%20Availabilty%20by%20IPEDS%20Completions.docx?d=wcfd01bafd1ae4827b6d54c7a3be8ffba&csf=1&web=1&e=Bey43i
https://siuecougars.sharepoint.com/:b:/r/teams/Provost-EquityAdvisors/Shared%20Documents/General/Toolkit%20documents%20for%20linking/Common%20Views%20On%20Diversity%20In%20Hiring%20and%20Responses.pdf?csf=1&web=1&e=afVnRc
https://siuecougars.sharepoint.com/:b:/r/teams/Provost-EquityAdvisors/Shared%20Documents/General/Toolkit%20documents%20for%20linking/RecruitmentStrategies.pdf?csf=1&web=1&e=ER3rr2
https://siuecougars.sharepoint.com/:w:/r/teams/Provost-EquityAdvisors/Shared%20Documents/General/Toolkit%20documents%20for%20linking/Recruitment%20Sources%20-%20Draft.docx?d=w40f550fb23f5479180327a00c08006f1&csf=1&web=1&e=tTp5xD
https://wiseli.wisc.edu/workshops/hiring-diverse-excellent-faculty/faculty-recruiting-resources/#pubs
https://siuecougars.sharepoint.com/:b:/r/teams/Provost-EquityAdvisors/Shared%20Documents/General/Toolkit%20documents%20for%20linking/GuideToRecruitingAtHBCUs.pdf?csf=1&web=1&e=4KBhSU
https://www.siue.edu/eoa/pdf/recruitment.pdf
https://member.hercjobs.org/viewdocument/herc-job-board-training-cvresume


 

Implicit Bias 
• Public Regional Library - HERC 
• BiasBrochure_3rdEd 
• Who, Me? Biased? - The New York Times (short video series)  
• How the Best Bosses Interrupt Bias on Their Teams  

 

Rubrics  
• SIUE Rubric Examples (multiple files) 

 

Interview Questions  
• Questions Guide Dos and Donts  
• 25 Questions Not to Ask in an Interview 
• Interview Script Example 
• Email to candidates example  

 

Virtual Interviewing Practices 
• Best practices for virtual interviewing 
• HERC Inclusive Interviews 
• Consistency and Equity in Online Interviews  

 

Information for Applicants 
• Applicant Packet 
• Family Friendly Policies and Benefits  
• SIUE – Negotiation Brochure For 

Applicantshttps://siuecougars.sharepoint.com/:b:/r/teams/Provost-
EquityAdvisors/Shared%20Documents/General/Toolkit%20documents%20for
%20linking/ApplicantPacket.pdf?csf=1&web=1&e=Zjtd0C 

 

Reference Checks 
• Sample Reference Check Form (multiple files) 

 

Post Search Process 
• Affirmative Action Recruitment History 
• Approval Forms 
• Justification of Selection form 

 

https://member.hercjobs.org/viewdocument/herc-job-board-training-cvresume
https://siuecougars.sharepoint.com/:b:/r/teams/Provost-EquityAdvisors/Shared%20Documents/General/Toolkit%20documents%20for%20linking/BiasBrochure_3rdEd.pdf?csf=1&web=1&e=IJEhim
https://www.nytimes.com/video/who-me-biased
https://hbr.org/2019/11/how-the-best-bosses-interrupt-bias-on-their-teams
https://siuecougars.sharepoint.com/:f:/r/teams/Provost-EquityAdvisors/Shared%20Documents/General/Toolkit%20documents%20for%20linking/Rubrics%20-%20SIUE%20Examples?csf=1&web=1&e=cbQvqS
https://siuecougars.sharepoint.com/:b:/r/teams/Provost-EquityAdvisors/Shared%20Documents/General/Toolkit%20documents%20for%20linking/Questions%20Guide%20Dos%20and%20Donts.pdf?csf=1&web=1&e=m4F6MX
https://siuecougars.sharepoint.com/:b:/r/teams/Provost-EquityAdvisors/Shared%20Documents/General/Toolkit%20documents%20for%20linking/25%20Questions%20Not%20to%20Ask%20in%20an%20Interview.pdf?csf=1&web=1&e=kXlZrg
https://siuecougars.sharepoint.com/:w:/r/teams/Provost-EquityAdvisors/Shared%20Documents/General/Toolkit%20documents%20for%20linking/Zoom%20interviews%20SIUE%20Examples/First%20Round%20Interview%20%20Script.docx?d=w8de2f44c397d4bef8a966fd92c35745e&csf=1&web=1&e=ryGJ4v
https://siuecougars.sharepoint.com/:w:/r/teams/Provost-EquityAdvisors/Shared%20Documents/General/Toolkit%20documents%20for%20linking/Zoom%20interviews%20SIUE%20Examples/Draft%20emails%20for%20first%20interview.docx?d=w9828c3121b244a37b44effcd45eabe5d&csf=1&web=1&e=q0g3zi
https://siuecougars.sharepoint.com/:w:/r/teams/Provost-EquityAdvisors/Shared%20Documents/General/Toolkit%20documents%20for%20linking/Zoom%20Interviewing%20Best%20Practices/BEST%20PRACTICES%20FOR%20VIRTUAL%20INTERVIEWING.docx?d=w570d767fde934309bf21801f8346d8ee&csf=1&web=1&e=3h3vwz
https://siuecougars.sharepoint.com/:w:/r/teams/Provost-EquityAdvisors/Shared%20Documents/General/Toolkit%20documents%20for%20linking/Zoom%20Interviewing%20Best%20Practices/HERC%20Inclusive%20Interviews.docx?d=w4585174f73a4425e918ecd591dd7a29a&csf=1&web=1&e=Jcsn4a
https://siuecougars.sharepoint.com/:b:/r/teams/Provost-EquityAdvisors/Shared%20Documents/General/Toolkit%20documents%20for%20linking/Zoom%20Interviewing%20Best%20Practices/Consistency_Equity_Online_Interviews.pdf?csf=1&web=1&e=SuVgqZ
https://siuecougars.sharepoint.com/:b:/r/teams/Provost-EquityAdvisors/Shared%20Documents/General/Toolkit%20documents%20for%20linking/ApplicantPacket.pdf?csf=1&web=1&e=Zjtd0C
https://siuecougars.sharepoint.com/:b:/r/teams/Provost-EquityAdvisors/Shared%20Documents/General/Toolkit%20documents%20for%20linking/FamilyFriendlyPolicies.pdf?csf=1&web=1&e=dLjl2E
https://siuecougars.sharepoint.com/:b:/r/teams/Provost-EquityAdvisors/Shared%20Documents/General/Toolkit%20documents%20for%20linking/SIUE%20-%20NegotationBrochureForApplicants.pdf?csf=1&web=1&e=oMc9ih
https://siuecougars.sharepoint.com/:b:/r/teams/Provost-EquityAdvisors/Shared%20Documents/General/Toolkit%20documents%20for%20linking/SIUE%20-%20NegotationBrochureForApplicants.pdf?csf=1&web=1&e=oMc9ih
https://siuecougars.sharepoint.com/:b:/r/teams/Provost-EquityAdvisors/Shared%20Documents/General/Toolkit%20documents%20for%20linking/ApplicantPacket.pdf?csf=1&web=1&e=Zjtd0C
https://siuecougars.sharepoint.com/:b:/r/teams/Provost-EquityAdvisors/Shared%20Documents/General/Toolkit%20documents%20for%20linking/ApplicantPacket.pdf?csf=1&web=1&e=Zjtd0C
https://siuecougars.sharepoint.com/:b:/r/teams/Provost-EquityAdvisors/Shared%20Documents/General/Toolkit%20documents%20for%20linking/ApplicantPacket.pdf?csf=1&web=1&e=Zjtd0C
https://siuecougars.sharepoint.com/:f:/r/teams/Provost-EquityAdvisors/Shared%20Documents/General/Toolkit%20documents%20for%20linking/Reference%20checks?csf=1&web=1&e=XTW1cS
https://siuecougars.sharepoint.com/:b:/r/teams/Provost-EquityAdvisors/Shared%20Documents/General/Toolkit%20documents%20for%20linking/affirmative_action_recruitment_history.pdf?csf=1&web=1&e=UlEX29
https://www.siue.edu/human-resources/forms/employment.shtml?search=faculty
https://siuecougars.sharepoint.com/:b:/r/teams/Provost-EquityAdvisors/Shared%20Documents/General/Toolkit%20documents%20for%20linking/Justification-of-Selection-Form.pdf?csf=1&web=1&e=zEdcX4
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