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WHAT'S IN THIS
TOOLKIT?

This toolkit is designed to support you through every
step of a successful staff recruitment process.

RESOURCES IN THIS TOOLKIT

WHAT IS A HIRING MANAGER?

WHAT IS A SEARCH COMMITTEE MEMBER?

BEFORE THE SEARCH

BEGINNING THE SEARCH

EVALUATING THE CANDIDATES

INTERVIEWING

SELECTING THE FINALISTS

POST SEARCH

Look for this icon to @
return to What's in This Toolkit?

This hiring guide was developed by the Talent Acquisition team within University Human Resources to
support you in your staff recruitment efforts. We are here to serve as an additional resource and partner for
your hiring needs. For questions or further assistance, contact us at TA-Support@uiowa.edu or 319-335-
2656.
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General Declination Email

Early-Stage Declination Email
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WHAT IS A
HIRING MANAGER?

Hiring Managers, often referred to as the Search Chair, are responsible for
hiring an employee, or employees, to fill open positions in an organization.
Hiring Managers typically serve as the point person and primary interviewer,
and most times are the new hire’s future supervisor.

What is the Role of a Hiring Manager?

Identify the need for a new position and obtain requisition approvals from
Local HR to open a job requisition.

Create an accurate and detailed job description to attract the best candidates.

o Recruiters will likely use this description as a template for assessing the
skills and qualifications of potential applicants.

Define roles and responsibilities for the hiring committee.

Set expectations for the interview process and ensure the process is equitable
to all candidates.

Make the final hiring decision, pending leadership approval if needed.

If applicable, verbally extend the offer and negotiate the terms (start date,
salary, moving expenses, etc.) with the chosen candidate, or coordinate with
your recruiter or local HR if they will be extending the offer.

Work with the Recruiter to accurately document the reasons why other
candidates were not chosen.

Create an onboarding plan for your new hire (HR can assist if needed).

9,




WHAT IS A SEARCH
COMMITTEE MEMBER?

Search committees play a vital role in the hiring process. Their main
responsibilities are evaluating applicants, participating in the interviews, and
recommending finalists to the Hiring Manager. Search committee members
are often the first university employees that a candidate will meet. Each
member has an opportunity to represent the university as a respectful and
welcoming community when interacting with candidates, to reinforce the
university as an employer of choice.

What is the Role of a Search Committee Member?

Provide a fair and equitable assessment of each applicant’s skills, knowledge
and abilities to perform the functions of the job. Based on your evaluation,
recommend candidates for interviews.

Participate in interviews and provide constructive feedback to the committee
as it relates to the candidates' qualifications for the position.

Maintain the confidentiality of all committee meetings, identity of the
candidates, and all communications with the candidates.

Recognize and avoid unintentional bias throughout the screening process.

Perform other duties as assigned by the Hiring Manager.

A strong interview attracts top talent...

87% 83%
of job seekers say a positive of job seekers say a negative
interview experience can change interview experience can change
their mind about a role or their mind about a role or
company they once doubted. company they once liked.

...while a weak one harms recruiting efforts.



BEFORE

THE SEARCH

In This Section

Tips for Writing_an Effective Job Description
Forming the Search Committee

Creating a Timeline

Samples

Job Qualifications

Hiring Timeline

Is a Search Needed?
I Before initiating a formal search, it's essential to assess whether
M~ it's the best course of action. Have you collaborated with local HR
_/O\- or your recruiter to explore alternative candidate sources, such as
UJ dual career opportunities, veteran's preference, or furlough
= candidates? This preliminary step can help identify potential talent
before committing to a full search process.

This section emphasizes the importance of preparation in the recruitment
process. Evaluating your needs ensures a clear understanding of the role and
objectives, making the search more efficient. Clarifying roles among all
participants, such as the Hiring Manager, Recruiter, Local HR, and Search
Committee, streamlines the process and ensures effective collaboration.



TIPS FOR WRITING AN
EFFECTIVE JOB DESCRIPTION

Evaluate your needs. You should have a clear idea of what you need out of this
recruitment. The more solidified this is before the search, the more efficient the
search will be.

Make sure you clarify roles between everyone taking part in the search (Hiring
Manager, Recruiter, Local HR, Search Committee).

Review/Create Job Description:

o An EFFECTIVE job description draws the best candidates.
= Clearly outlines key responsibilities, tailors qualifications to what's truly
required vs. “nice to have,” uses clear and straightforward language, is
concise and to the point, accurately reflects the role’'s impact, and
provides essential details on qualifications, team environment, and
opportunities for growth.

o An INEFFECTIVE one can set your search back.
= |s overly long with unnecessary details, lists excessive or unrealistic
qualifications that go beyond what's necessary, lacks clarity on key job
functions, and includes internal terms or complex language that may
confuse external candidates.

Most candidates will read your job posting on cell phones or tablets
rather than a desktop computer.

N Make sure to keep your job title and description short and sweet
instead of complex and overwhelming.



SAMPLE:
JOB QUALIFICATIONS

By using less restrictive qualifications, we can attract a larger pool of candidates
and potentially discover individuals with relevant skills and experiences that may
not have applied if they saw the more restrictive qualifications listed.

Academic Advisor - Qualifications

Restrictive Version:

e Master's degree in Counseling, Higher Education, or Student Affairs.
o Minimum of 3 years of advising experience in a university setting.

e Proven experience using [specific information system, e.g., MAUI].

Less Restrictive Version:

e Bachelor's degree in Counseling, Education, Social Work, or a related field (Master’s
preferred but not required).

o Candidates will typically have 1-3 years of relevant experience in advising, mentoring,
or counseling.

o Familiarity with student information systems or similar platforms; training available.




FORMING THE
SEARCH COMMITTEE

Try to include individuals from various backgrounds, perspectives, and
positions within the unit/organization.

Clearly communicate committee member roles so they can add value to
the recruitment process.

Ensure that all committee members have a shared understanding of the
position qualifications.

CREATING A TIMELINE

Create a timeline for your search. Things might not go exactly as planned,
but it's useful to have an idea of how long each step will take and when you
want to be at certain stages.

Get meeting and interview holds on the Search Committee calendars as
soon as possible! These can always be deleted if not needed, but it will be
more difficult to coordinate interview times the longer you wait.

See a sample timeline on the next page.

AAA



SAMPLE:

HIRING TIMELINE

. Proposed .
Step/Action . Details
Timeline
Finalize job description and Search September Ensure job details are accurate; confirm
Committee 14 committee availability.
Initiate requisition in OTAC. September Create and approve job requisition
Recruiter will post once approved. 15 for posting.
: . September . . .
Source/recruit/screen applicants. 15-29 Actively source and review candidates.
Zoom interviews. O;:t_o1b1er Conduct initial virtual interviews.
Search cpmmltteg depnef megtlng, October Review interview results and plan final
select finalists, finalize interview . )
. 11 interviews.
questions and schedule.
On-campus interviews October Host in-person interviews and
P ' 21-25 stakeholder meetings.
Search committee debrief meeting, October Select the top candidate and start
initiate references. 28 reference checks.
Offer extended/accepted/hire. TBD (Early Extend the offer and finalize hire.
November)

Note: This timeline is an estimate and may be adjusted based on factors such as
candidate availability, committee schedules, and approval processes.




BEGINNING
THE SEARCH ‘

In This Section

Platforms and Networks to Utilize

Communication With Candidates

Importance of Phone Screens

This section emphasizes strategies for effective candidate outreach and
evaluation. Using the right platforms connects with diverse candidates, while
clear communication keeps them engaged. Phone screens help quickly assess
qualifications for further interviews.

©



PLATFORMS AND
NETWORKS TO UTILIZE

e Once the job is live on Jobs@Ulowa, share it through your professional
networks (e.g., LinkedIn, newsletters, alumni groups). Additionally, consider
posting to field-specific career sites and making efforts to reach a wide range of
potential applicants.

While you are building your network...

70% 79%
of jobs are filled of job seekers say they
through personal and are likely to use social
professional connections. media for their job search.

...remember others are doing the same.

COMMUNICATION
WITH CANDIDATES

o Make sure to keep candidates informed of the process. This goes for those
that are moving forward, and especially the ones who do not make the short
list.

Even when delivering bad news...

63% 81%
of candidates say of candidates say employers
most employers do not continuously communicating
communicate adequately. status updates would improve the

overall experience

...respect and transparency matter.



IMPORTANCE OF
PHONE SCREENS

Are phone screens needed?

o Pre-interview phone screens are essential for ensuring that the
candidates selected for interviews meet the necessary qualifications.
These screens are not intended to make a hiring decision but to
assess whether the candidate is qualified to move forward in the
process.

o Phone screens should be roughly 30 minutes or less and questions
should be created around required qualifications. This is a good time
to discuss salary expectations, work location, and modality to provide
transparency and manage expectations.



EVALUATING THE
CANDIDATES ‘
In This Section

OTAC Guide for Hiring Managers

Samples

Zoom Interview Request

On-Campus Interview Request

Phone Interview Request

Zoom Interview Confirmation Email
On-Campus Interview Confirmation Email

This section emphasizes the importance of clear communication when
scheduling and confirming interviews. Zoom, on-campus, and phone interview
requests provide essential details. Follow-up emails ensure candidates are
well-prepared.


https://iowa-my.sharepoint.com/:b:/r/personal/geheiden_uiowa_edu/Documents/OTAC%2020B%20Guide%20for%20Search%20Chairs.pdf.pdf?csf=1&web=1&e=JHGaZe

OTAC CANDIDATE
MANAGEMENT

Oracle Talent Acquisition Cloud (OTAC)

» A cloud-based talent acquisition tool that helps the university find and hire
new employees.

OTAC Guide for Hiring Managers

e Candidate information will be housed in the OTAC Recruiting Portal.

o Employee Self Service > Human Resource Systems > Talent
Acquisition & Recruitment > OTAC Recruiting Portal.

o If you click on Requisitions, you will see every requisition that you are
tied to as a Hiring Manager or a Collaborator.

o Click on the requisition title to learn more. You will find candidate
information by clicking on the candidate’s name. To see their
application materials, you will click the “Attachments” tab. You should
see their relevant submissions.

» Review candidates’ applications to determine if they meet the required
qualifications. Work with your Recruiter to disposition those that do not
meet required qualifications.

e If you have elected to do phone screens, work with your Recruiter (if
applicable) to schedule time with desired candidates and conduct screens.

o Phone screens should be 30 minutes or less and questions should be
created around required qualifications, salary expectations, and work
location.



https://iowa-my.sharepoint.com/:b:/g/personal/geheiden_uiowa_edu/EYct9ZK17glOp8CpVZ1c6cIBa-pvLES0RNT1wKVnhCbU1A?e=GwmjuS

SAMPLE: PHONE
INTERVIEW REQUEST

Subject: Interview Request for [Position Name] — University of lowa

Dear [Candidate Name],

Thank you for your application for the [Position Name] at the University of
lowa. We would like to schedule a phone interview with you to further discuss
your qualifications and experience.

Please let us know your availability for a [30-minute/45-minute] phone
interview during [insert preferred time or date range].

Looking forward to speaking with you!

Best regards,
[Your Name]
[Your Title]
University of lowa



SAMPLE: ZOOM
INTERVIEW REQUEST

Subject: Zoom Interview Request for [Position Name] — University of lowa

Dear [Candidate Name],
We are pleased to invite you to a Zoom interview for the [Position Name] at the
University of lowa. Below are some available time slots for the interview:
[Date and Time Option 1]

[Date and Time Option 2] . N

Please respond with your preferred time, and we will
send you a Zoom link along with the interview details.

We look forward to meeting with you! )

Best regards,
[Your Name]
[Your Title]
University of lowa

SAMPLE: ON-CAMPUS
INTERVIEW REQUEST

Subject: On-Campus Interview Request for [Position Name] — University of
lowa

Dear [Candidate Name],
We are excited to invite you to an on-campus interview for the [Position Name]
at the University of lowa. The interview will take place on [Date] at [Location].

Please confirm your availability, and we will provide further
details regarding the schedule, directions, and logistics.

We look forward to welcoming you to our campus! 7 l O

Best regards,
[Your Name] O _@
[Your Title] ﬁﬁ

University of lowa

©



SAMPLE: ZOOM INTERVIEW
CONFIRMATION EMAIL

Subject: [Position Name] — Ul Zoom Interview Confirmation

Dear [Candidate’s Name],

Thank you for your interest in the [Position Title] role with
[Department/Organization] at the University of lowa. We are pleased to confirm
your upcoming interview with the Search Committee.

Interview Date, Time, & Location

We look forward to meeting with you on [Date], at [Time] CST via Zoom. Below
you will find the Zoom link for the interview. Please let me know if you do not
have the means to conduct a video interview and we will make alternative
arrangements. Zoom Link: [Insert Zoom Link Here]

Interview Committee:

[Committee Member 1 — Title, Department]
[Committee Member 2 — Title, Department]
[Committee Member 3 — Title, Department]

Additional Information

As part of the University of lowa, you will find a range of benefits and
resources available. For more detailed information, please visit our benefits
and well-being resources page: https://hr.uiowa.edu/benefits-and-well-being-
resources. | have also included the full job description for your reference.

Thank you again for taking the time to meet with the Search Committee to
discuss this opportunity. Should you have any questions or need further
assistance, please do not hesitate to contact me.

Best regards,
[Your Name]
[Your Title]
University of lowa


https://hr.uiowa.edu/benefits-and-well-being-resources
https://hr.uiowa.edu/benefits-and-well-being-resources

SAMPLE: ON-CAMPUS INTERVIEW
CONFIRMATION EMAIL

Subject: [Position Name] - Ul Campus Interview Confirmation
Dear [Candidate Name],

Congratulations on being selected as a finalist for the [Position Title] at the University
of lowal! This email serves as confirmation of your upcoming on-campus interview.

Interview Date, Time, & Location

We look forward to meeting with you on [Interview Date] from [Start Time] to [End
Time] at [Building Name, Address]. Please enter the building from the [Entrance
Direction] and take a seat in the lobby. You may ask for [Your Name] upon arrival. Your
interview schedule includes [brief description of activities, such as a tour, meeting with
key stakeholders, etc.], and you'll have the opportunity to meet with several team
members.

Interview Committee:

[Committee Member 1 — Title, Department]
[Committee Member 2 — Title, Department]
[Committee Member 3 - Title, Department]

Candidate Presentation Instructions (if applicable):

Please prepare a [X-minute] presentation on the following topic: [Insert Topic Here].
The presentation will be followed by a [X-minute] Q&A session. A computer and
necessary presentation equipment will be provided.

Parking

Parking is available in [Parking Lot Name], located [Direction from the Building]. The lot
entrance is on [Street Name]. [Include any additional parking instructions or relevant
links.] Metered on-street parking is also available nearby.

Accommodations

We want your visit to be comfortable and enjoyable. If you require any
accommodation, please contact Faculty and Staff Disability Services at 319-335-2660
or fsds@uiowa.edu to make arrangements.

Thank you again for taking the time to visit us and discuss this opportunity. Please
don't hesitate to reach out if you have any questions or need further details.

For your reference, I've attached the full job description. If you have any questions or
need further information before your visit, feel free to reach out. We look forward to
welcoming you to campus!

Best regards,
[Your Name]
[Your Title]
University of lowa


mailto:fsds@uiowa.edu

INTERVIEWING ‘
In This Section

Developing Interview Questions

Creating_an Interview Guide

Conducting_ an Interview
Navigating_Interview Challenges

Samples

Interview Opening_Script
Interview Closing Script
Phone Screen Questions
Interview Questions

This section outlines steps for effective interviews, including preparing
questions and an interview guide for a structured process. It covers
conducting the interview, evaluating responses, addressing challenges, and
using opening and closing scripts. Phone screen questions assess
qualifications, while in-depth questions evaluate skills, experience, and role fit.

©



DEVELOPING
INTERVIEW QUESTIONS

Competency-Based Questions

Focus on questions that assess the core competencies required for the role.
To help candidates provide structured responses, consider prompting them to
use the STAR method—explaining the Situation, the Task they needed to
accomplish, the Action they took, and the Result of their efforts.

Behavioral Questions
e Include questions that explore past experiences to predict future behavior,
such as: "Tell me about a time when you had to overcome a significant
challenge at work.”

Y For a comprehensive list of interview questions aligned with key competencies,
-O- use this link to access the_ Behavioral Interview Questions by Competency
a'A document. This resource provides a bank of sample questions you can tailor to
) fit the specific needs of your position.

CREATING AN
INTERVIEW GUIDE

Question Sequence

 QOutline the question order and assign specific questions to each
interviewer to ensure a smooth flow. Begin with easier, open-ended
questions before progressing to more challenging, role-specific inquiries.

Time Management

« Allocate time for each section of the interview. For example, 10 minutes for
introductions, 30 minutes for committee questions, 10 minutes for
candidate questions, and 5 minutes to discuss next steps.


https://www.canva.com/design/DAGk1ELTyVg/uTdWC_apHIPVHMokvflEDw/edit
https://iowa-my.sharepoint.com/:b:/g/personal/geheiden_uiowa_edu/EZOqC2hxSXBIueCuNW_Bn70BgyLciflrDpl17pVfWSBfEQ?e=dhHpJ0

CONDUCTING =3
AN INTERVIEW

Create a Comfortable Environment

 Ensure the interview setting is comfortable and professional. For in-person
interviews, choose a quiet room with minimal distractions. For virtual
interviews, test the technology beforehand to avoid disruptions.

Interview Etiquette
e Begin by introducing all members of the hiring committee and explaining
their roles to help put the candidate at ease. Allow the candidate to
introduce themselves as well. Then, explain the structure of the interview
and let the candidate know when they'll have the opportunity to ask
questions.

Active Listening

» Maintain eye contact, nod, and provide non-verbal feedback to show you're
listening. If a candidate’s answer is unclear, ask follow-up questions to
ensure you fully understand their response.

Start with Open-Ended Questions

 Begin with general, open-ended questions like: “Tell us about your
experience as it relates to this role.” This allows the candidate to provide a
broad overview before diving into specifics.

« Avoid overly vague openers like “Tell me about yourself,” which can lead
candidates to share personal information. Instead, keep questions focused
on job-related experience and qualifications relevant to the position.

Closing the Interview

» End by thanking the candidate for their time and outlining next steps in the
hiring process. This leaves a good impression and clarifies what they can
expect moving forward.



NAVIGATING
INTERVIEW CHALLENGES

Managing Nervous Candidates

e Provide reassurance if a candidate seems overly nervous. Offer them
water or allow them a moment to collect their thoughts.

Follow-Up Questions

e If a candidate doesn't fully answer your question, use follow-up prompts to
guide them. For example: "Can you expand a bit more on how you handled
the specific challenge in that situation?" or "That'’s a great point. Could you
clarify how it directly impacted the project’s outcome?"

Addressing Gaps in Employment

e Approach gaps in employment with empathy. You might ask, "l noticed a
gap in your employment. Could you share what you were focusing on
during that time?"

Confidentiality

» Respect the confidentiality of the candidate’s responses and the overall
interview process. Discuss interview details only with relevant committee
members.



SAMPLE: INTERVIEW
OPENING SCRIPT

"Hi [Candidate Name], welcome! Thank you for joining us today for the
interview. My name is [Your Name], and I'm the [Your Role] at the University of
lowa. We're excited to learn more about you and your experience. This
interview will take about [X minutes/hours], and we'll be asking you a variety of
questions related to the role. Before we begin, do you have any questions
about the process or anything else?"

<

B

SAMPLE: INTERVIEW
CLOSING SCRIPT

"Thank you so much for your time today, [Candidate Name]. We really
appreciate the opportunity to learn more about your experience and
qualifications for the [Position Name] role.

Next steps in the process include [briefly explain next steps, e.g., further
interviews, timeline for decisions, reference check process, etc.]. We plan to
complete the interview process by [specific timeline], and we will be in touch
soon to let you know the outcome.

In the meantime, if you think of any additional questions, feel free to reach out
to me.

Again, thank you for your time and interest in this role. It was a pleasure
speaking with you today.”

N
8




SAMPLE: PHONE
SCREEN QUESTIONS

1. Can you walk me through your background and how your experience has
prepared you for this role?

2. Why are you interested in this position, and what excites you most about it?
3. What interests you about working at the University of lowa?
4. How do you manage competing priorities in a fast-paced environment?

5. Tell me about a time you worked collaboratively with a team to achieve a
goal.

6. Can you describe a time when you worked to create or maintain a positive
and respectful work environment?

7. Can you share an example of a challenge you've faced in the workplace and
how you addressed it?

8. What tools or systems have you used in previous roles that you think would
be useful in this position?

9. How do you ensure you're continuously developing your skills and
knowledge in your field?

10. Tell me about a time when you had to resolve a conflict within your team.
How did you approach it?

11. How do you ensure your message is clear when communicating with
people who may not be familiar with the topic you're discussing?

12. How do you stay productive and maintain communication with your team
when working remotely in a hybrid role?

13. What motivates you to do your best work? How do you stay engaged in a
role long-term?

14. What is your ideal work culture, and how do you think you would contribute
to our team dynamics?



SAMPLE: PHONE SCREEN
QUESTIONS CONTINUED

Confirm salary expectations and work arrangements:
1. What are your salary expectations for this position?

2. Are you comfortable with the requirement of being fully on campus for this
role?

3. Since this position is fully remote but restricted to lowa residents, can you
confirm that you are a resident of lowa and and have a remote location within
the state where you can work?

4. How do you feel about working in a hybrid role where your time is split
between working remotely and on campus? Does this arrangement align with
your preferred work style?

How Many Questions Should You Ask?

For a 20-30 minute phone screen, we recommend asking 5-7 questions. This
allows you to assess the candidate’s qualifications and fit while leaving room
for introductions, follow-up questions, and closing the call.

O



Making the Offer

SELECTING THE

FINALISTS ‘
In This Section

Debriefing With the Committee

Samples

Keeping_ a Candidate Engaged

Verbally Extending a Job Offer

Candidate Accepts Offer

Candidate Declines Offer

General Declination Email

Early-Stage Declination Email

Post On-Campus Interview Declination Email
Declination Email with Other Opportunity Suggestions

This section outlines strategies for managing the final stages of hiring,
including evaluating candidates, making decisions, and professionally offering
the position. It emphasizes keeping candidates engaged, making a verbal job
offer, and handling responses. Guidance is provided for crafting professional
declination emails at various stages and offering alternative opportunities to
strong candidates.



DEBRIEFING WITH
THE COMMITTEE

Candidate-by-Candidate Review

» Begin the debrief by reviewing each candidate individually. For each
candidate, go around the room and allow Committee Members to share
their thoughts, eliciting comments on both strength and concerns.

Ensuring All Voices Are Heard

» Make sure every Committee Member has the opportunity to contribute,
ensuring that all perspectives are considered before moving on to the next
candidate.

Ranking Candidates

e Begin to rank the candidates based on the combined input from the
committee, focusing on how well each candidate meets the required and
desirable qualifications and their applicable skills and experience.

Reaching Consensus

e |f the committee is divided on a candidate, facilitate a discussion to
understand the differing opinions.

Communicate with Candidates

o Whether they are moving forward in the process or not, ensure that
candidates receive timely and respectful communication. If you have a
second and third choice candidate, consider keeping them viable until the

offer is accepted.



MAKING THE
OFFER

Extend the Offer

o Work with your Recruiter or local HR representative to create the e-offer
letter. Then, call the candidate to extend a verbal offer. Be prepared to
explain why they were selected, anticipate potential counter offers, and
discuss details like start date, flexible work arrangements, relocation
assistance, or sign-on incentives (if applicable).

Formalize the Offer

e Once the candidate accepts verbally, the Recruiter will send the e-offer via
OTAC as well as initiate the onboarding process and conduct
credential/criminal background checks.

Disposition Remaining Candidates

e It's best practice for the Hiring Manager to personally contact the other top
candidates via phone or personalized email, rather than using the generic
system notification, to ensure a positive candidate experience.

)




SAMPLE: KEEPING A
CANDIDATE ENGAGED

Subject: Update on [Position Name] Recruitment Process — University of lowa
Dear [Candidate Name],

| wanted to provide you with a quick update regarding the [Position Name] role
you interviewed for. We are still in the process of evaluating candidates and
expect to have more information in the coming days.

Please feel free to reach out if you have any questions in the meantime. We
appreciate your continued interest and patience during this process.

Best regards,
[Your Name]
[Your Title]
University of lowa



SAMPLE: VERBALLY
EXTENDING A JOB OFFER

Scheduling the Call:

"Hi [Candidate Name], I'd love to schedule a quick phone or video call with you
to discuss the next steps regarding the [Position Name] role. Are you available
on [suggested date/time]? Looking forward to speaking with you!"

Extending the Offer (On Call):

"Hi [Candidate Name], I'm excited to speak with you today! After discussing
with the Search Committee, we are thrilled to offer you the [Position Name]
here at the University of lowa. Congratulations!

We were really impressed by [mention specific strengths/skills that align with
the role], and we believe you'll be a great addition to our team. We are offering
[mention the salary, benefits, etc.] Ideally, we'd like you to start by [date] but
that's negotiable. Our offers are contingent on the successful completion of a
background check. Our Recruiter will be reaching out soon to help with that
process and provide additional steps.

If you have any questions about benefits, feel free to reach out to our benefits
consultant at benefits@uiowa.edu. I'm also happy to answer any immediate
questions you have about the role, your first day, or anything else.

If you need time to consider the offer, that’s absolutely fine! Just let me know
your decision by [give a reasonable deadline, if applicable].”


mailto:benefits@uiowa.edu

SAMPLE: CANDIDATE
ACCEPTS THE OFFER

"Fantastic! I'll let our Recruiter know, and you'll receive the official offer letter
electronically via email soon. Be sure to check your inbox (and junk folder, just
in case) for an email from us. I'll also be in touch soon to discuss the details
for your first day. We're very excited for you to join our team!"

SAMPLE: CANDIDATE
DECLINES THE OFFER

"Thank you for letting me know about your decision. | completely understand
and respect your choice.

If you're comfortable sharing, I'd appreciate any feedback on what influenced
your decision. It helps us continue to improve our process and offerings.

We enjoyed getting to know you during this process and wish you all the best
in your job search and future endeavors.”

©®



SAMPLE: GENERAL
DECLINATION EMAIL

Subject: Thank you for your interest in [Position Name] at the University of
lowa

Dear [Candidate Name],

Thank you for your interest in the [Position Name] role with the University of
lowa. After careful consideration, we have decided to move forward with other
candidates who more closely match our current needs.

We greatly appreciate the time and effort you invested in the application
process, and we encourage you to apply for future opportunities at the
University.

We wish you continued success in your career.

Best regards,
[Your Name]
[Your Title]
University of lowa

SAMPLE: EARLY-STAGE
DECLINATION EMAIL

Subject: Thank you for applying to [Position Name] at the University of lowa

Dear [Candidate Name], Thank you for your interest in the [Position Name] role
at the University of lowa. After reviewing your application, we have decided to
move forward with other candidates whose qualifications more closely align
with the requirements of this position.

We genuinely appreciate the time and effort you put into your application and
encourage you to explore future opportunities at the University.

Thank you again for your interest, and we wish you the best in your job search.

Best regards,
[Your Name]
[Your Title]
University of lowa



SAMPLE: POST ON-CAMPUS
INTERVIEW DECLINATION EMAIL

Subject: Follow-Up on Your Interview for [Position Name]
Dear [Candidate Name],

Thank you again for taking the time to visit campus and interview for the [Position Name]
role at the University of lowa. It was a pleasure learning more about your experiences and
insights.

After careful consideration, we have chosen to move forward with another candidate whose
skills and experiences more closely align with our current needs. This decision was not an
easy one, as we were impressed by your qualifications and contributions during the process.

We greatly appreciate your interest in joining the University of lowa and encourage you to
stay connected with us for future opportunities that align with your career goals.

Best regards,
[Your Name]
[Your Title]
University of lowa

SAMPLE: DECLINATION EMAIL WITH
OTHER OPPORTUNITY SUGGESTIONS

Subject: Thank you for your interest in [Position Name] at the University of lowa
Dear [Candidate Name],

Thank you for your interest in the [Position Name] role at the University of lowa. After careful
consideration, we have decided to move forward with other candidates for this position.

That said, we were very impressed by your skills and experience, and we believe you could
be a great fit for another opportunity within the University. Specifically, the [Alternate
Position Name] role might align well with your qualifications and career interests. If this
opportunity is of interest to you, we would love to discuss it further and provide more
details.

Please don't hesitate to reach out if you'd like to explore this possibility. Thank you again for
your interest in joining the University of lowa, and we hope to continue this conversation.

Best regards,
[Your Name]
[Your Title]
University of lowa

©



POST
SEARCH ‘

In This Section

What's Next?

This section highlights the post-search review, focusing on reflecting on the
recruitment process. Meet with the Search Committee to assess what worked
and areas for improvement. Evaluate the timeline, communication, and
sourcing plan effectiveness, considering external factors like market demand.
Collect feedback from Committee Members for future improvements. For
support, contact the Talent Acquisition team at University Human Resources.



WHAT'S NEXT?

Post-Search Review

e Meet with the Search Committee, Recruiters, and Coordinators to discuss
the overall process. Review what worked well and identify areas for
improvement.

Evaluate the Timeline
o Assess whether the timeline was followed effectively. Discuss the timing of
each step and whether communications were smooth and timely.

Analyze Sourcing Plan
e Evaluate the effectiveness of the search boards used. Determine if certain
platforms yielded better results and consider external factors like the job
market and demand.

Gather Feedback

e Encourage Committee Members to share their thoughts and feedback. Use
these insights to enhance future searches.



WANT MORE?

CONTACT

This hiring guide was developed by the Talent Acquisition team within
University Human Resources to support you in your recruitment efforts. We are
here to serve as an additional resource and partner for your hiring needs. For
questions or further assistance, contact us at:

O TA-Support@uiowa.edu
@ 319-335-2656


mailto:ta-support@uiowa.edu

