
FacultyJobs@UGA: Search Committee Member  

Once you have been assigned to a position and it has been posted you will receive an email notification with instructions 

on how to access the site. Login to the site at https://facultyjobs.uga.edu/hr/login  

If you have access to the system with another type of access, make sure the drop down box selected is Search 

Committee Member for this purpose. Hit the refresh button to the right of the drop down box to refresh the site after 

making a new selection.  

To view position postings and applications select Postings from the top menu. 

This should provide you with a list of all positions in which you are serving as a search committee member. On this 

screen you will be able to see the posting number, the number of active applications, and the workflow state (which will 

typically be “posted”). To access a specific posting click the link of the working title.  

 

 

https://facultyjobs.uga.edu/hr/login


This will bring you to the posting summary page, which will provide you with all posting details for the position. To view 

the candidate pool, select the Applicants tab at the top of the page.  

 

The Applicants tab will give you a complete list of all active candidates for the position.  To customize the columns seen 

here, select “More search options” and select from the Add Column dropdown menu.  

 

 

 



To take action on the applications in bulk, select the Actions button in the heading. Here you can review the 

supplemental questions and answers, download answers to the supplemental questions for all candidates into Excel, 

and download all applications into PDF documents. 

 

To view a single application, click on the name of the individual under the Full Name column. This will provide you with 

their application, and all documents included as part of the application. At the bottom of this screen you also have the 

ability to generate PDF documents of the applications if needed. 

 To view the next application in the pool you can use the navigation buttons in the upper right-hand corner.  

 

 


