
SLCC Search Advocate Handbook 

Table of Contents 
Section 1: Search Advocate Role ...................................................................................................................... 2 

What is a Search Advocate? ......................................................................................................................... 2 

Equity, Diversity, and Inclusivity at SLCC ...................................................................................................... 2 

Search Advocate Objectives......................................................................................................................... 3 

Section 2: Search Advocate Process—Search Advocate Objectives, Action/Methods, & Go-To Questions ........ 4 

Before the Search ........................................................................................................................................ 5 

Creating the Job Description .................................................................................................................... 5 

Establishing Evaluative Criteria ................................................................................................................ 6 

Recruiting Candidates .............................................................................................................................. 7 

During the Search ........................................................................................................................................ 8 

Screening Applications ............................................................................................................................. 8 

Interviewing Candidates .......................................................................................................................... 9 

Selecting the Candidate(s) ..................................................................................................................... 10 

Contacting References ........................................................................................................................... 11 

After the Search ........................................................................................................................................ 12 

Integrating the New Hire into the College .............................................................................................. 12 

Section 3: References and Resources............................................................................................................. 13 

Contact Information for Search Advocate Community of Practice .............................................................. 13 

SLCC Diversity Hiring Links ......................................................................................................................... 13 

Links to Interview Questions ...................................................................................................................... 13 

Useful Terminology ................................................................................................................................... 13 

Employment Law References ..................................................................................................................... 14 

 

 

  



 2 

Section 1: Search Advocate Role 

What is a Search Advocate?  

“SLCC Search Advocates are trained search committee members who promote efforts to improve equity, 
diversity, and inclusivity within valid, evidentiary-based searches and hiring processes.”  

 

Equity, Diversity, and Inclusivity at SLCC 

"SLCC believes diversity enhances the richness of the educational experience and leads to the understanding 
of and appreciation for the differences and commonalities in each of us." (SLCC Diversity Statement) SLCC is 
committed to “the creation of opportunities for historically underrepresented populations to have 
equal access to and participate in educational programs that are capable of closing the achievement gaps in 
student success and completion.” (AACU, “Making Excellence Inclusive”)  

 

1 From Karen Alexander. "Healthy Respect Practitioners Network Event" Slideshow. 

 

The SLCC Search Advocate program is one part of SLCC’s strategic plan to achieve equity in student 
participation and completion. SLCC intends to 1) Create an inclusive culture that values and uses the talents 
of all its employees; and 2) Mirror our community and cultures so we can better understand and anticipate 
the needs of our students. 

https://slideplayer.com/slide/14441537/
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Search Advocate Objectives 

The Search Advocate participates the SLCC search process by collaborating with hiring managers and 
committees to accomplish the following objectives across the stages of the search process: 

 

1. Position Description Recommendations: Position description review, before it is posted, to present a 
job or career opportunity that is attractive to applicants, invites diversity, and is forward-thinking.  

2. Evaluative Criteria Participation: Evaluative criteria is developed collaboratively, focus on inclusivity 
standards, and prevent structural bias; and committee members are made aware of the role that 
bias plays in evaluating candidates.  

3. Recruiting Candidates: The pool of candidates is large, qualified, and diverse. 

4. Screening Applications: Applications are screened according to the evaluation criteria without 
interference from cognitive or unconscious bias.  

5. Interviewing Candidates: The hiring committee uses consistent behavioral-based questions to 
interview the candidates. 

6. Selecting the Candidate(s): The candidate(s) is/are selected through an analytical and inclusive 
discussion of priorities and evidence.   

7. Contacting References: References are contacted systematically and without structural, cognitive, or 
personal bias.   

8. Integrating the New Hire into the College: The newly hired employee feels welcomed and supported 
in their transition to the college.  
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Section 2: Search Advocate Process—Search Advocate 

Objectives, Action/Methods, & Go-To Questions  

The Search Advocate participates in a search process before, during, and after its completion.  At each stage, 
the Search Advocate will act collaboratively with the hiring manager and committee and will be transparent 
about their role and objectives.  Please refer to the Faculty Hiring Search Committee Handbook and 
Procedures for details of the full-time faculty search process.  
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Before the Search 

During this stage, the Search Advocate collaborates with the hiring manager and committee to draft an 
unbiased job description and evaluative criteria. The Search Advocate shares information about equity, 
inclusivity, and diversity and structural, cognitive, and unconscious biases with committee members.  The 
Search Advocate assists in the development and implementation of recruitment strategies to ensure that the 
job description is accessible to a wide and diverse audience.   

 

During this stage, the Search Advocate shall maintain records of meetings, discussions, and decisions in order 
to assess the objectives at the search’s completion.  

 

Creating the Job Description 
Objective Actions/Methods Go-To Questions 

The Job Description presents a job 
or career opportunity that is 
attractive to applicants, invites 
diversity, and is forward-thinking.  

The Search Advocate assists the 
Hiring Manager in drafting the job 
description and encourages hiring 
committee member participation 
in the process.  

 

The Search Advocate advises:  

• Future-oriented job 
descriptions based on the 
priorities of the 
department and college.  

• Broadening of required 
credentials as much as 
possible 

• Basing on necessary skills 
and perspectives 

• Addressing issues of equity 
and mission of college 

• Using inclusive and 
welcoming language.  

• Creating a vision of a 
positive professional 
future for applicants. 

 

• What did the last person in this 
position do well and how can that 
be developed?  

• Who might we miss by focusing on 
these aspects of the 
work, department, or community? 

• What does this qualification 
predict? Is it a proxy for a set of 
skills we could articulate? 

• Can we identify several alternate 
paths to becoming 
qualified (degree or equivalent 
education plus work experience)? 

• How else might someone become 
qualified? 

• How does the position contribute 
to our diversity, inclusion, 
and justice goals? 

• How might someone respond to 
this language? 

• What might they conclude from 
what we haven’t said? 

• How might someone respond if 
reading this posting/applying for 
this job was their first introduction 
to this institution? 
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Establishing Evaluative Criteria 
Objectives Actions/Methods Go-To Questions 

Evaluative criteria is developed 
collaboratively, focuses on 
inclusivity standards, and prevents 
structural bias.   

 

Committee members are made 
aware of the role that bias plays in 
evaluating candidates.  

The Search Advocate assists the 
hiring committee as they develop 
evaluative criteria.  

 

The Search Advocate analyzes each 
criterium with the committee to 
increase awareness of:  

• How structural bias works to 
limit candidates’ success.  

• Methods for recognizing 
cognitive and negative bias in 
screening 

• How credentials and experience 
are evaluated or perceived. 

o Gaps in work history 

o Reputation of 
institutions 

o Non-academic work 
history 

• Help me see what you’re 
seeing… 

• Who might we miss if we think 
of it this way? 

• What does this qualification 
stand for/predict? 

• Do you know someone great for 
this job who wouldn’t meet the 
qualification if we define it this 
way (regardless of whether or 
not that person wants to 
apply)? 

• What are other ways someone 
might meet this? 

• How important is this compared 
to the other qualifications? 

• Is this necessary to be successful 
in the job? 
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Recruiting Candidates 
Objective Actions/Methods Go-To Questions 

The pool of candidates is large, 
qualified, and diverse.  

The Search Advocate assists the 
hiring committee to conduct 
broadcast advertising and utilize 
personal networking methods.  

 

The Search Advocate assists in 
monitoring the pool of applicants 
and intensifies recruitment efforts if 
necessary.  

• Where might we find people 
who can do this job? Where 
else? 

• Are there qualified people who 
don’t usually apply? Do we 
know why? How can we 
reach them? 

• What candidate networks have 
you developed? 

• What colleagues can you ask to 
nominate or suggest 
candidates? 

• What professional 
organization/listservs can you 
access? 
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During the Search 

In this stage, the Search Advocate participates as an informed observer of, and respondent to, the screening, 
interviewing, and selection of candidates.  The Search Advocate promotes inclusive committee discussion and 
provides research and information on bias when necessary.  After selections have been made, the Search 
Advocate assists the committee with contacting references in an unbiased manner.  

 

Screening Applications 
Objective Actions/Methods Go-To Questions 

Applications are screened according 
to the evaluation criteria without 
interference from cognitive or 
unconscious bias.  

The Search Advocate observes hiring 
committee discussions, creates 
space for all members to participate, 
and reminds committee members to 
make decisions on evaluative 
criteria and evidence.    

 

If necessary, the Search Advocate 
shares research on unconscious bias 
and negativity bias.  

• What do we already know, 
and what are the most 
important things we still 
need to learn at this stage? 

• What are we assuming this 
means? 

• Is this a strength, a 
question, or an area for 
development? 

• Do we have the facts to 
support this conclusion? 

• What are this candidate’s 
strengths? 

• Why might we want to 
advance this candidate? 

• How is this related to 
his/her ability to do the 
job? 

• I understand we’ve agreed 
______; is that right? 

• Can you help me 
understand…? 

• Have we considered the 
veteran’s preference? 

• How has this screening 
affected our remaining pool 
demographics? 
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Interviewing Candidates 
Objective Actions/Methods Go-To Questions 

The hiring committee uses 
consistent behavioral-based 
questions to interview the 
candidates.  

The Search Advocate shares 
examples of behavioral based 
questions with the hiring manager 
and committee members.  The 
Search Advocate provides feedback 
on draft questions before finalizing.  

 

 

• What do we already know, 
and what are the most 
important things we still 
need to learn at this stage? 

• What are we assuming this 
means? 

• Is this a strength, a 
question, or an area for 
development? 

• Do we have the facts to 
support this conclusion? 

• What are this candidate’s 
strengths? 

• Why might we want to 
advance this candidate? 

• How is this related to 
his/her ability to do the 
job? 

• I understand we’ve agreed 
______; is that right? 

• Can you help me 
understand…? 

• Have we considered the 
veteran’s preference? 

• How has this screening 
affected our remaining pool 
demographics? 
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Selecting the Candidate(s) 
Objective Actions/Methods Go-To Questions 

The candidate(s) is/are selected 
through an analytical and inclusive 
discussion of priorities and 
evidence.    

The Search Advocate observes hiring 
committee discussions, creates 
space for all members to participate, 
and reminds committee members to 
make decisions based on evaluative 
criteria and evidence.    

 

If necessary, the Search Advocate 
shares research on unconscious bias 
and negativity bias.  

 

 

• Have we collected all the 
information we need? 

• What did we identify as our 
highest priorities? 

• How do each of the 
candidates meet the needs 
we’ve identified? 

• Is this input balanced and 
credible? 

• Is this a strength, a 
question, or an area for 
development? 

• Do we have the facts to 
support this conclusion? 

• What are this candidates’ 
strengths? 

• How is this related to 
her/his ability to do the 
job? 

• Have we considered the 
veteran’s preference? 

• I understand we’ve agreed 
_______; is that right? 

• Can you help me 
understand….? 
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Contacting References 
Objective Actions/Methods Go-To Questions 

References are contacted 
systematically and without 
structural, cognitive, or personal 
bias.   

The Search Advocate collaborates 
with hiring committee to determine 
consistent and behavior-based 
questions for all candidate 
references.  

 

The Search Advocate recommends 
that references be contacted by 
phone.   

• What are the most 
important things we still 
need to learn? 

• What “questions” came up 
that we still need to answer? 

• Did we check our 
interpretations for accuracy? 

• I understand we’ve 
agreed_____; is that right? 

• Can you help me 
understand...? 
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After the Search 

At this stage, the Search Advocate collaborates with the hiring manager to implement a welcoming and 
supportive transition to the college. The Search Advocate also assesses how well the process met the Search 
Advocate Objectives in collaboration with the hiring manager and the Search Advocate Community of 
Practice (chair, Anjali Pai).  

  

Integrating the New Hire into the College 
 Objective Actions/Methods Go-To Questions 

The newly hired employee feels 
welcomed and supported in their 
transition to the college.  

The Search Advocate assists the 
hiring manager to develop a plan to 
support and integrate the new hire 
into the college.   

• How do you plan to 
announce the hire? 

• How will the new person 
learn the “unwritten rules” 
of your unit? 

• How will your unit adjust to 
accommodate the 
new person? 

• Who does the new person 
need to meet in order 
to navigate the organization 
successfully? 

• What kind of mentoring 
programs do you offer? 

• What other needs might the 
new person have? 
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Section 3: References and Resources  

 

Contact Information for Search Advocate Community of Practice 

• Anjali Pai Anjali.pai@slcc.edu 801 957 4366  

 

SLCC Diversity Hiring Links 

• https://www.slcc.edu/inclusivity/diversity-toolkit.aspx 

• https://www.slcc.edu/inclusivity/index.aspx 

 

Links to Interview Questions  

As your hiring committee creates interview questions, consider how they reflect SLCC’s Mission, 
Vision, and Values statements.  

The University of Arizona’s Human Resources department provides a very useful, curated set of 
behavioral-based interview questions for hiring committees.  They also provide a list of questions 
that hiring committees should not ask.   

You can find these lists by going to https://hr.arizona.edu/. Select the “Supervisors” tab and click 
on “Recruitment” in the drop-down menu. Select “Guide to Successful Searches” from the left 
navigation bar and scroll down to Appendix B – Library of Interview Questions and Appendix C – 
Questions to Avoid—Don’t Risk It! 

 

Useful Terminology  

• Behavioral-Based Interview Questions: Behavioral interviewing allows the candidate to focus 
on past experiences by providing specific examples of how they have demonstrated certain 
behaviors, knowledge, skills and abilities. From A Guide to Behavioral Interviewing 

• Cognitive Bias: Unconscious patterns of thought- including cognitive categories and shortcuts- 
which have the unintended effect of conferring advantage to some and disadvantage to others 
(Reskin, 2000) 

• Diversity: Individual differences (e.g. personalities and life experiences) and group/social 
differences (e.g., race/ethnicity, class, gender, sexual orientation, country of origin, and ability 
as well as cultural, political, religious, or other affiliations.) From AACU Making Excellence 
Inclusive 

• Inclusion: The active, intentional, and ongoing engagement with diversity—in the curriculum, in 
the co-curriculum, and in communities (intellectual, social, cultural, geographical) with which 
individuals might connect—in ways that increase awareness, content knowledge, cognitive 
sophistication, and empathic understanding of the complex ways individuals interact within 
systems and institutions." From AACU Making Excellence Inclusive 
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• Minimum Requirements:  The minimum requirements posted on the position description.   

• Negativity Bias: Tendency to pay more attention/give more weight to negative than positive 
experiences/information 

• Screening Criteria: Elements of the job description and preferred qualifications. 

• Structural Bias: Societal patterns and practices that confer advantage to some and disadvantage 
to others based on identity. Structural biases create and reinforce the social context for cognitive 
bias. (McIntosh, 1988) 

• Unconscious Bias:  

• A disposition to categorize based on partial experiences or information, without being aware 
of this disposition. 

• People can develop biases toward or against an individual, ethnic group(s), a nation, religion, 
social class, gender, political party, theoretical paradigms and ideologies within academic 
domains, or spaces. 

 

Employment Law References 

The Search Advocate supports the hiring manager and committee in the hiring process by helping them to be 
aware of laws and executive orders pertaining to illegal discrimination and harassment.   

All references can be found on the SLCC Office of Equal Employment Opportunity (EEO). Link to site  

• Age Discrimination in Employment Act of 1967 (ADEA) 

• Americans With Disabilities Act of 1990 (ADA) 

• Equal Pay Act of 1963 

• Executive Order 11246 

• Immigration Reform and Control Act of 1986 (IRCA) 

• Rehabilitation Act of 1973 

• Section 402 of the Vietnam Era Veterans Readjustment Assistance Act of 1974 

• Title II of the Genetic Information Nondiscrimination Act of 2008 

• Title VII of the Civil Rights Act of 1964 

• Title IX of the Educational Amendments of 1972 

• Uniformed Services and Employment and Reemployment Rights Act of 1994 

• Utah Code – Title 34A – Chapter 05 

• Utilization Analysis Under Executive Order 11246 
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