As the Search Committee Chair for a staff position within the College of Family and Consumer Sciences, your role is to lead the recruitment process from the initial applicant review through the final recommendation. Responsibilities are listed below: 
Coordinate Search Committee Meetings: 
· Meet with the search committee to discuss the job description, set a timeline, and establish evaluation criteria. 
· Lead the committee in the review of all applications in the UGAJobs system. 
· Facilitate discussions to reach a consensus on which candidates to move forward for interviews.
Coordinate Candidate Interviews: 
· Contact selected candidates to schedule interviews.
· Manage the interview itinerary, including booking virtual links or physical rooms and ensuring committee members have the necessary materials for the interviews (such as interview questions, applicant materials, etc.)
Coordinate Supervisor Interviews: 
· Coordinate with the hiring supervisor to schedule a separate interview time from the search committee.
Provide Feedback to the Supervisor: 
· At the conclusion of all interviews, compile a summary of the committee’s findings.
· Provide feedback of the strengths and weaknesses of the interviewed candidates to the supervisor. 
Complete the Staff Application Disposition Worksheet: 
· Fill out the Staff Job Application Disposition Worksheet, which is a requirement for closing the job posting after interviews are complete and a hire has been identified. 
Link: https://www.fcs.uga.edu/docs/FACS_Staff_Job_Applicant_Dispositions_Revised_7.27.2021.xlsx 

