FACULTY RECRUITMENT
Schools of Natural Sciences and Engineering

Rice University
Casting the Net Widely in the Faculty Job Search

BEFORE YOU SEARCH:  Find out who are the highly qualified women and minorities on the job market and encourage them to apply:

•
Call your colleagues and the chairs of excellent departments in your search field.  Say something along the lines, "We are opening a search in the fall of 20XX for a junior (or senior) position in Y field.  We would like to encourage applications from women and minority candidates with expertise in the area.  Do you know of any qualified women or minorities who may be on the job market?"

•
Call NSF program managers and ask the same question.  Additionally, ask their assistance in searching the non-public NSF database of women and minority Ph.D. students to find further candidates.

•
Check lists of recent awards given by your field's professional organizations to junior scientists.  Focus on awards that are given 3-5 years past the Ph.D.

Use existing faculty and graduate students to market open positions:  

Ask faculty and students to take along copies of the job announcement when they travel to academic conferences and meetings.  Further, ask that they contact their colleagues and inquire about promising graduate students or new scholars from underrepresented groups.  When engaging faculty and students in this manner, it is important to encourage them to seek candidates beyond those who are most like themselves.

Pay attention to who is on the job market:

The best universities are in permanent search mode — identifying potential candidates very early in their careers and engaging them prior to an actual job search process.  To compete effectively in this challenging environment, take every opportunity to pay attention to students and postdocs well before your department begins searching for a specific position — at conferences, during visits to other institutions, reading outstanding papers.  Who is doing interesting work?  Who has given excellent presentations?  Done excellent work?  Introduce yourself to them and tell them that Rice is expanding, possibly in their area of expertise.  Tell them to watch your field's newsletters for announcements of job openings.  Ask them for a card or a resume and their email address.  The chair of the department will designate a staff member to keep track of these contacts for the next search process.  In the interim, make contact with those that are the most promising possibilities — even if they do not come to Rice, the interactions will be of benefit.  Visiting positions may also provide opportunities to attract (and evaluate) senior scientists.

The Recruiting Process
Recruiting is an opportunity to showcase the Department, the University, and what Rice has to offer, even to those who do not join us.  We want this process to be proactive, facile for the candidates, and for the candidates to leave feeling positively inclined toward Rice independent of the outcome.  In addition, in the recruitment of faculty a number of issues must be balanced to maximize the opportunity to bring the best person to Rice and at the same time generate opportunities to create faculty diversity.  All Search Committees must comply with University policies and procedures, federal and state laws, and other departmental and school needs.

We focus in this section on four areas of importance to all faculty searches:

· Composition and charge of effective search committees

· Suggestions for obtaining a diverse candidate pool

· Suggestions for the search committee discussion in preparing for the search

· Questions that can and cannot be asked of a faculty candidate
Composition of the Committee

· Create a diverse search committee, comprised of faculty, and where desirable administrators and students, from a broad range of backgrounds, that brings multiple perspectives and fresh ideas to bear. Search committees should include members with different perspectives and expertise, and with demonstrated commitments to diversity. It is often helpful to appoint some search committee members from outside the department.
· Ask that your Dean meet with the committee at the beginning of the process to reiterate the importance of inclusion, the advisory role of the committee and the need for confidentiality. 

Defining the Position to Ensure a Diverse Candidate Pool

· Develop broad hiring goals. Get consensus on areas of specialty and other specific requirements, while planning to cast the hiring net as widely as possible.

· Make sure that the position description does not needlessly limit the pool of applicants.

· Some position definitions may inadvertently discourage female or minority candidates by focusing too narrowly on subfields in which few women or minorities have historically specialized or contain language that can be misinterpreted and therefore appear non-inclusive.

· Get committee consensus on how different qualifications will be weighted. Plan to create multiple short lists based on different criteria. 
The Search Committee should

· Adopt gender-neutral and ethnic-neutral search practices and have as a goal to identify outstanding women and underrepresented minority candidates for the position.

· Engage in a detailed discussion of, and agree on, selection criteria and position definition prior to beginning the search.

· Discuss methods for actively recruiting women and minorities to apply prior to beginning the search.

· Consider how it can convincingly represent the school or department’s commitment to hiring and advancing female and underrepresented minority faculty. This may be of particular concern for departments that have few or no women or minority faculty. In these cases, it may be helpful to develop long-term strategies for recruiting a diverse faculty. For example, the department might consider inviting targeted women and unrepresented minority faculty to give talks and then inviting them to apply for positions the following year.

· Use this opportunity to showcase Rice's and the Department's strengths.  Even if the candidate is not made an offer, treating all candidates well can provide long-term benefits. 

· Ensure that there is a single person who discusses the potential terms of an offer (salary, start-up, space, teaching responsibilities, etc.) with the candidates.  This person is usually the Department Chair, but another person can be designated by the Chair for this role.  Discussion of these elements by other individuals can result in confused information that can be detrimental to attracting a candidate.
Other tips:

· Emphasize preference for all inquiries and requests (e.g., salary, start-up packages, teaching assignments) to be referred to the chairperson of the committee or department. 

· Develop a realistic timeline for recruiting and interviewing, working backwards from a target completion date. 

· Establish a system for managing records, including nominations, applications, letters to candidates, affirmative action forms and search committee notes. 

· Review university guidelines and procedures with regard to faculty recruitment.

Questions that Can and Cannot Be Asked of a Candidate Prior to Employment

One of the issues that can create serious difficulties is the nature of questions that can be asked of a candidate prior to employment.  Any interactions with a candidate must comply with state and federal law.  Attached is a sheet that summarizes the nature of these questions.  ALL INDIVIDUALS WHO INTERACT WITH CANDIDATES ARE BOUND BY THESE LIMITATIONS, and the Search Committee should be familiar with these limitations and communicate these limitations to everyone who interacts with candidates (in whatever setting!).
One method which avoids illegal questions while providing potentially helpful information to candidates is a pre-campus visit packet — that can be made available when the candidate arrives — on the Houston community: key industries, recreational activities, fine arts offerings, area schools and childcare options.  A packet that includes specific information on the following is being assembled by Human Resources: 
· Daycare/childcare Contacts

· Contacts for Spouse Hiring

· Local School Rating Links

· Information on Life in Houston

Information about the Rice community, including policies that affect all parents 

and the quality of life for women faculty in particular, are also crucial.  A packet that includes this information is being assembled by the Provost's Office.

· Primary Caregiver Leave Policy

· Tenure Clock Extension Policy

· Other Types of Leaves Available (Medical, Family, etc.)

http://www.professor.rice.edu/professor/Faculty_Leaves.asp?SnID=1105591525
· Copy of Rice Tenure and Promotion Guidelines

http://professor.rice.edu/professor/Faculty_Appointments,_Promotions,_Tenure.asp

COMMON QUESTIONS YOU CAN/CANNOT ASK

For additional information, see Rice’s Web page http://www.ruf.rice.edu/~humres/Training/HowToHire/Pages/13.shtml

	Subject
	OK Questions
	Forbidden Questions

	Age
	May ask whether 18 years or older.  If not, what is your age?
	Inquiry that suggests preference for person under 40

	Citizenship
	Whether can be employed at time of appointment with valid citizenship/visa status
	Whether applicant is a citizen  (cannot request materials before employment)

	Disability
	Whether applicant can perform the essential functions of the position, with or without reasonable accommodation
	Inquiry about nature, severity or extent of disability or whether applicant requires reasonable accommodation, any inquiry not job-related or consistent with business necessity

	Family
	Whether applicant can meet specified work schedules or has activities, commitments or responsibilities that may prevent meeting work attendance requirements
	Inquiry concerning spouse, spouse’s employment or salary, children, childcare arrangements, or dependents

	Marital Status
	None
	Any inquiry about the applicant’s marital status 

	National Origin
	Inquiry into ability to read/write/speak foreign language if job requirement
	Any other inquiry 

	Pregnancy/medical issue
	None
	Any inquiry related to pregnancy, medical history, and related matters

	Race or Color


	None
	Any inquiry concerning race or color

	Relatives
	Names of relatives currently employed at University
	Any other inquiry about marital status, spouse, or spouse’s occupation

	Religion or Creed
	None
	Any inquiry in this area

	Sex
	None
	Any inquiry concerning gender

	Sexual Orientation
	None
	Any inquiry regarding sexual orientation


� Paragraph derived from http:/www.washington.edu/admin/eeo/forms/ftk_01.html#IV.  This site contains additional information that may be useful.
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