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Sample Charges 

The examples below tell the story of an effective charge delivered to individuals involved in the search. It 
is important that committee/panel members have a thorough understanding of what they are being asked 
to do on behalf of the University. An ineffective charge to the committee/panel could result in a less than 
desirable hire which can have long-lasting repercussions to the University.  
 
Please note: these are purely fictitious examples and are presented as if being spoken by the Hiring 
Authority or his/her designee. 
 

Example 1 

The newly created position of Dean of Research will have primary responsibility for managing the Office 
of Research and External Grants.  In my view, the major responsibilities for this position will be as 
follows to establish research infrastructure and act as liaison with appropriate areas within the University, 
including grant writers, governmental relations, and department heads. The individual hired for this 
position will chair the IRB committee; ensure the university meets its research targets; ensure that all 
researchers comply with all university policies, state, federal and grant agency policies, procedures and 
regulations; adequately support research activities and development of internal policies, procedures, 
protocols, and guidelines.  
 
In addition to these duties, my priority for this new office is to elevate the university profile in the larger 
research community.  The new dean will have to be a good ambassador for the office and be able to 
articulate the vision to internal and external audiences.  Therefore, the committee chair should gather the 
input of the following persons: Vice President of External Relations, Director of Grants, Senior Vice 
President of Extension Services and the University’s Chief Research Officer as the committee completes 
the position profile. 
      
After finalists are selected, there should be a series of interviews with all key stakeholders.  These should 
include me, the Dean’s Council, the Vice President of External Relations, leadership of the Faculty 
Senate, department heads and members of the research office. 
 
This should be a national search with advertisements in all the appropriate journals including the Journal 
for University Research.  Internal candidates are encouraged to apply.  Nominations should be forwarded 
to the committee chair.  The committee is encouraged to recruit highly qualified individuals from peer 
universities as well.   
 
The position should be open for six or more weeks to receive applications, nominations and to recruit 
promising applicants.   
 

 I will assist with reference checks on the final candidate.  
 

 Two rounds of interviews are acceptable.  One round can be conducted via telephone or video 
conference.   
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 No later than April 1st—earlier is desirable—please make your recommendation in the form of a 
slate of two to four finalist with their strengths and weaknesses delineated.   

 
 I will meet with the committee to discuss your recommendation.  

 
Example 2 

 
Our goal is to select an experienced information technology professional who will lead our 
implementation of the SAP Enterprise Resource Planning (ERP) software system.  The following are the 
anticipated parameters that will apply to our search: 
 
First, thank you in advance for your interest and willingness to assist in the selection of this important 
position. I am providing pertinent information about the vacancy to include the position description and a 
copy of the ads that have been placed in various venues. The required and preferred requirements are 
noted in the written materials.  The ability to communicate and relate to the end user is probably the most 
important skill for this individual who will be managing a technical process with technical personnel but 
will be communicating with non-technical end user employees.  Because of the significant impact of an 
ERP to our organization, it is important that the final candidate be experienced in the implementation of 
an ERP as there is neither time nor internal expertise to train. 
 
My emphasis will be on the candidate’s ability to communicate and their professional and technical 
competency. I would like for the committee to pay attention to this and matters of institutional fit.  We 
will discuss as a group what is meant by "fit" and ensure that we are all able to identify, observe, or 
document what we mean by "fit" in the university’s environment. 
 
I would like to select candidates for a first screen at the first meeting of the committee.  Therefore, 
committee members should have screened all resumes/applications prior to the first meeting.  We will 
then schedule telephone interviews and forecast a date for on-campus interviews.   
 
During the interview process, I would like to ask each finalist to produce a "work sample" that would 
illustrate their professional competence.  I would ask that the committee start to think about what this 
work sample could be.  Some preliminary ideas might be to create a mini-user’s manual, to debug some 
code, or to draft an implementation timeline.     
 
Regarding decision-making, the role of the search committee will be to assist me in making an excellent 
hiring decision.  We will attempt to make all of our decisions regarding candidates by consensus; 
however I reserve the right to break ties and to make the final selection decision.  In the final analysis, I 
will ask each committee member to give me their impression of the strengths and weaknesses of the 
candidates. I will make the final decision in consideration of your advice and in context of the overall 
needs of the office, the IT function, and the University. 
 
Thank you again for your willingness to participate in this important activity.  As you know, the ERP will 
become a part of all of our daily professional lives, so getting the right person in place to lead us in this 
endeavor is vitally important to the future success of the IT function.  Your contributions will have a big 
impact.  I appreciate your willingness to work with me on this important project.       
 
I look forward to meeting and working with each of you.   
 
 
 


