
Instructions for Completing the

Applicant Assessment and Using the Applicant Assessment Tool

FOR:  Hiring Department/Division and Search Committee Members

1. The Applicant Assessment Tool is for Search Chairs and Committee Members to use in evaluating written application materials and interviews with final candidates.     

2. Based on the duties, skills, and qualifications in the position description, the hiring department/division or the Search Chair, in collaboration with the hiring department/division, identifies and lists the criteria and ranking values to be used for assessing an applicant’s qualifications when reviewing applications and resumes.  Keep the list to a manageable numbers such as five to seven criteria. (Section A)

3. Each application should be reviewed against the criteria, and each Search Committee Member should complete the assessment tool using Section B to record rankings.  Committee Members should meet and discuss rankings before entering final rankings and resolve any differences among rankings.  

4. The Search Committee selects applicants for an interview (telephone and campus) based on assessments and rankings, e.g., interview top three scores; interview all candidates with scores of 12 or more, etc.

5. Based on the duties, skills, and qualifications in the position description, the hiring department/division or the Search Chair, in collaboration with the hiring department/division, identifies and lists the criteria and ranking values to be used for assessing an applicant’s skills and qualifications during an interview.  Keep the list to a manageable numbers such as five to seven criteria. (Section A)

6. After each interview, Committee Members complete the assessment tool for each candidate, recording their rankings on Section B.  After the interviews are complete, Committee Members should confer on rankings for the interview assessment and resolve any differences among rankings. 

7. If other factors are used in addition to the application assessment tool, such as campus input/evaluations, written material, presentations, test scores or transcripts, Committee Members should make note of that and assess each applicant based on other factors.

8. Search Committee considers the application assessment, interview assessment, and other factors as appropriate in recommending the applicant selected to fill the position.

9. Staff members in Human Resource Services are available to assist hiring departments/divisions and Search Committees with using the assessment Tool.
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 Section A

Position: ____________________________________________

Division/Department:________________________________

Search Committee Member: ___________________________

Date:____________________________

	Rankings
	Application Criteria (See Position Description)
	Interview Criteria (See Position Description)

	Not acceptable
	0
	A
	
	A
	

	Below 

Average
	1
	B
	
	B
	

	Average
	2-3
	C
	
	C
	

	Above

Average
	4-5
	D
	
	D
	

	
	E
	
	E
	

	
	F
	
	F
	

	
	G
	
	G
	


APPLICANT ASSESSMENT TOOL - Section B 

	Applicant Name
	Application Screening


	Interview Screening

	
	A
	B
	C
	D
	E
	F
	G
	Total
	A
	B
	C
	D
	E
	F
	G
	Total

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	



