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Participation guidelines

Participate

Be open, 
honest, 

respectful, 
candid and 

collaborative

Be respectful of 
everyone’s 
stories and 

acknowledge 
how they 

impact our 
experiences

There is no 
question you 

can't ask

Please keep 
your cameras 

on when 
possible

Use chat
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Introductions

Name Department Year Hired 
at Mines

Search 
Committee
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Equal Pay for Equal Work (EPEW)
• No longer ask about salary history
• Post all openings for a minimum of 5 days
• Interview a minimum of two qualified 

candidates
• No out-of-state hires
• Matching experience, qualifications and 

capabilities to job essentials
• Salary range must be posted
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Objectives
• Understand the goals of Hiring Excellence
• Discuss the 5 phases of hiring
• Articulate the importance of Diversity 

& Inclusion at Mines
• Use Technology - MS Teams and Feedback 

Forms
• Understand how HR can help
• Review PageUp
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Activity
• Share what you remember about your hiring 

process at Mines or somewhere else. 
• What was positive?
• What could be improved? 

“I was left at DIA.”

“I could see the names of the short list on the white board behind the interviewers and I was not the top candidate.”

“Mines did an amazing job welcoming me.”

“I needed more breaks.”

“Communication was excellent.”

“Offer was slow.”
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Recruitment Satisfaction Survey
• I did not know I needed to prepare a brief presentation. 
• Please address me by my preferred name
• The zoom link for the meeting was only in 1 email (and not on 

jobs.mines.edu) that wasn't well-differentiated giving me a last-minute 
scramble to find the link

• Provide a little more notice about next steps
• If the applicants are allowed to prepare a short presentation (about 7-10 

minutes), it would improve the hiring process since the search committee 
can understand the applicants' area of research better.

• During the interview, the screens of some of the committee members 
were dull on Zoom. Improving the internet infrastructure is important for 
the motivation of the interviewer.

• All was good, except for the fact that I was only given one interview date 
option. 
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Mines Hiring Excellence
A training program for recruiters and hiring teams 
to hire the best talent to Mines

ØBroaden Mines’ talent pool and attract qualified 
diverse talent

ØSupport teams in making the best hiring 
decisions

ØHire faculty to contribute to Mines@150 & our 
DI&A Strategic Plan

ØBuild awareness of inclusive hiring practices

Academic Year 2020 – 2021

Hired 34 academic faculty – 53% 
female and 21% URG



Our Strategic Plan & 
Commitment
Goals: 
• Attract, retain, graduate & promote 

students, faculty, staff
• Cultivate an inclusive campus culture
• Inspire shared responsibility for DI&A



Number of
+23% faculty members who identify as female

Number of
+17% URG

Compare 2019-2020 hires to 2021-2022 hires:
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Academic Faculty

Academic Affairs informs 
HR of approved faculty 

lines

Requisition, Ad text and 
committee composition 
approved by DH, Dean, 

and HR

Search Chair, Committee 
and Recruiter create 

outreach strategy. Ads 
posted.

Short list is created by HR 
and Committee. Use 

approved hiring rubric.

First round interviews 
with search committee. 

No outside input. 

Formalize committee 
recommendation of three 

finalists. Send memo to 
DH, Dean, HR. Request 

reference letters.

Interview three final 
candidates with entire 
department. Use eval 

form for feedback.

DH calls department meeting. 
Search committee shares 

recommendation. All faculty 
discuss. Secret ballot if 
consensus cannot be 

reached.

Final candidate interview 
with President and 

Provost - on campus
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Administrative Faculty/Research Faculty

Hiring manager 
contacts their TAP when 
a  backfill/new position 

is needed

Position description is 
reviewed/created for 
exemption and salary 

range 

Hiring manager creates 
requisition for 

approvals

Hiring manager 
provides TAP with 

names of who they 
want to pre-screen and 
interview and the TAP 

sends invitations.

TAP reviews all 
applications and sends 
hiring manager the top 

15-20 applicants

TAP posts the position 
for a minimum of five(5) 

days

Hiring manager notifies 
TAP of finalist for offer. 

TAP will initiate the 
offer card and send for 

approvals

Offer is made to the 
candidate by the TAP 

and the written offer is 
then sent to the 

candidate

The TA team will initiate 
the background check 

and once cleared, MAPS 
and IT initiate 

onboarding paperwork
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Classified Staff

Hiring manager contacts 
their TAP when a  

backfill/new position is 
needed

TAP creates the 
requisition and starts 
the approval process

Requisition is approved 
and TAP sets up an 
intake call with the 

hiring manager

TAP posts the position 
for a minimum of five(5) 

days

Subject Matter Experts 
score candidates in 

NeoGov

Top 6 are referred for 
interview by TAP

SME's 
interview top 

candidates

Hiring manager notifies 
TAP of who they’d like 

to offer. TAP will initiate 
the offer card and send 

for approvals

Offer is made to the 
candidate by the TAP 

and the written offer is 
then sent to the 

candidate
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5 Phases 
of Hiring

Plan & Launch

Advertise & Outreach

Assess & Interview

Hiring Decisions

Onboard



Phase 1- Plan & Launch a Search
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Compliance

AFFIRMATIVE 
ACTION

EQUAL 
EMPLOYMENT 
OPPORTUNITY

OFCCP/FEDERAL 
CONTRACTOR 

STATUS

• Equal employment opportunity means that all individuals must be treated equally in all 
employment decisions including at all stages of the recruitment process.

• Each applicant must be evaluated solely on the basis of his or her ability to perform the 
duties of the position without regard to race, color, religion, sex, national origin, age, 
disability, veteran status, sexual orientation, or gender identity.

• All documentation subject to audit

• Enrich the applicant pool to be inclusive of all groups during the outreach phase 
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Plan & Launch
• Multi-year Mines@150 strategic planning for hires: cluster hires, 

opportunity hires, regular faculty search
• Ensure diverse backgrounds and perspectives on all search 

committees
• Identify timeline
• Drafting the job posting: use inclusive language
• Engage the entire department
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Ad Template
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Inclusive language in job postings
• Keep research or teaching 

needs broad when 
possible

• Describe the Dept’s 
commitment to DI&A

• Clearly describe the 
submission requirements 
for the application 
materials

Ideally you should write your evaluation rubric criteria AT THE 
SAME TIME as writing your job posting



Phase 2: Advertise & Outreach
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Outreach
• What venues will be most productive for advertising to a broad 

range of potential applicants?
• How might the committee and the department engage their 

professional networks to encourage applications?
• How might you engage applicants from underrepresented 

groups?
• ACTIVE vs. Passive Recruitment

• Use your Social media, network,
professional orgs & mtgs
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Attract Diverse Talent

• Consider who is in your 
network.

• Ensure we leverage the 
relationships of our 
colleagues.

§ Selectively leverage 
recruitment partners, 
e.g.  diversity focused 
organisations, Alumni 
groups, professional 
organizations. 

§ Explore the use of social 
media. 

• Post, share, like or 
comment on LinkedIn 
to help expand our 
reach. 

§ job boards: no cost to 
low cost, and diversity 
job boards to attract 
diverse talent. 

• Find diversity job 
boards in your location.

Job 
Boards

Social 
Media

Social 
Sourcing

Recruiting 
Partners
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Employer Branding



Phase 3: Assess & Interview 
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Assess
• The rubric is not a substitute for active committee deliberations
• Rubrics do not overcome implicit bias by themselves
• BUT rubrics are one of the best ways to minimize bias
• Review EEO report provided by HR
• Use feedback forms that are based on interview evidence only
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Materials 
Rubric
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Get distracted by 
impressive applicant &  
change hiring criteria 

Moving Target
Internal 

applicants may 
have more intel 

& seem safer

Known 
QuantityOver valuing 

early applications

Early Bird

Hiring people the 
same as 

ourselves

Affinity Bias

interpret new evidence as 
confirmation of one's 

existing beliefs

Confirmation 
Bias

Perceived as 
having more 
positive traits

Halo Effect
Judging people 
based on how 

they look

Beauty Bias

How we perceive 
the actions of 

others

Attribution Bias

Bias in the 
Assessment 
Process

Tend to write more 
professional statements 
about men, personal for 

women

Rec Letters
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Similar results when you 
do the same experiment 

with Black sounding 
names, LGBTQ info, etc.
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Add versus Fit
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Tips on reviewing the DI&A Statement
• Notice candidates’ level of reliance on generalities, platitudes, 

and clichés. 
• Are their statements generic and perfunctory, or more detailed and 

specific to the individual?
• Do they give concrete examples of past experiences?
• Notice level of activity (frequency, duration)
• Do future contributions align with Mines' needs?
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Plan the 
Interview

Review job description

Prepare questions to address job 
essentials

Provide department faculty with the 
rubric before interviews

Divide behavioral based interview 
questions amongst committee members

Be prepared to answer candidate 
questions, including DI&A

Positive and candid
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MS Forms/
Question 
Pro 
Feedback 
Form
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Behavioral Based Interview 
Questions

Questions that focus on the 
candidate’s past behaviors 
using the concept that past 
behavior is a predictor of 

future performance

Behavioral interview 
question formats:

“Explain a project that you 
initiated”

“Describe a situation where 
you had to work with a 
diverse or challenging 

group”

“Tell us about the largest 
logistical challenge you’ve 

ever overcome.

Focus questions on 
candidates’ past behaviors 
that align with the position 

requirements.
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Interviews
: what not 

to ask

You cannot ask questions that in any way relate to a candidate's:
• Age
• Race
• Ethnicity
• Color
• Gender
• Sex
• Sexual orientation or gender identity
• Country of origin
• Birthplace
• Religion
• Disability
• Marital status
• Family status
• Pregnancy
• Salary history



Phase 4: Recruit
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Making Hiring Recommendations
A successful search will make Hiring Recommendations that align with Mines@150
Writing a good hiring recommendation memo (~1pg):
• Briefly summarize candidate’s CV highlights and their research theme (See examples of 

themes in the rubrics). 
• Describe how the candidate contributes to departmental/programmatic needs and 

initiatives described in your Pathways of Distinction document
• Describe how the candidate contributes to Mines. How will they contribute to: 

• growing online MS degrees
• industry collaborations, entrepreneurship & innovation
• student success
• potential for securing externally funded research and scholarly impact (i.e. tenurability)
• diversity & inclusion

• Describe feedback from the campus visit
• Don’t gloss over a potential negative; address it and describe why the candidate should 

be hired and how they will be successful
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Key 
Takeaway
s

Diversity and Inclusion matter

Be positive and candid

Be aware of own biases

Use behavioral based interview questions

Treat all candidates equally

All documents subject to audit

HR is here to help!
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Valuable 
Resources

Recommended Websites:
• Mines Diversity, Inclusion & Access
• Bias Interrupters
• Catalyst: Workplaces that Work for Women
• Systematic inequality and hierarchy in faculty hiring 
networks
Recommended Books:
• Biased: Uncovering the Hidden Prejudice That Shapes 

What We See, Think, and Do.
• Blind Spot: Hidden Bias of Good People
• Overcoming Bias: Building Authentic 

Relationships Across Differences
• How to be an Anti-Racist
Recommended Blogs and Articles:
• How to Reduce Personal Bias When Hiring
• How to Confront People Without Alienating Them
• Seven Tips for Managing Unconscious Bias
• Tips for Rooting Out Hidden Bias

https://www.mines.edu/diversity/
https://biasinterrupters.org/bias-at-work/
https://www.catalyst.org/biascorrect/
https://advances.sciencemag.org/content/1/1/e1400005.full
https://advances.sciencemag.org/content/1/1/e1400005.full
https://www.amazon.com/Biased-Uncovering-Hidden-Prejudice-Shapes-ebook/dp/B07DH89ZDY
https://www.amazon.com/Biased-Uncovering-Hidden-Prejudice-Shapes-ebook/dp/B07DH89ZDY
https://www.amazon.com/Blindspot-Hidden-Biases-Good-People-ebook/dp/B004J4WJUC/ref=pd_sim_351_3/134-9551516-9513950?_encoding=UTF8&pd_rd_i=B004J4WJUC&pd_rd_r=3f0dcc8c-4b0a-45d4-a611-3506948443a0&pd_rd_w=H48SW&pd_rd_wg=mjlBt&pf_rd_p=9fec2710-b93d-4b3e-b3ca-e55dc1c5909a&pf_rd_r=43DQMT2ZQ69PPHKFS5WH&psc=1&refRID=43DQMT2ZQ69PPHKFS5WH
https://www.amazon.com/Overcoming-Bias-Authentic-Relationships-Differences-ebook/dp/B01F6B0R7S/ref=pd_sim_351_15?_encoding=UTF8&pd_rd_i=B01F6B0R7S&pd_rd_r=448c49c2-9769-4e15-b9a8-14116f4a2413&pd_rd_w=bn0wx&pd_rd_wg=JM92V&pf_rd_p=9fec2710-b93d-4b3e-b3ca-e55dc1c5909a&pf_rd_r=TQJM4PXHKTG7S01KF6GM&psc=1&refRID=TQJM4PXHKTG7S01KF6GM
https://www.amazon.com/Overcoming-Bias-Authentic-Relationships-Differences-ebook/dp/B01F6B0R7S/ref=pd_sim_351_15?_encoding=UTF8&pd_rd_i=B01F6B0R7S&pd_rd_r=448c49c2-9769-4e15-b9a8-14116f4a2413&pd_rd_w=bn0wx&pd_rd_wg=JM92V&pf_rd_p=9fec2710-b93d-4b3e-b3ca-e55dc1c5909a&pf_rd_r=TQJM4PXHKTG7S01KF6GM&psc=1&refRID=TQJM4PXHKTG7S01KF6GM
https://www.amazon.com/How-Be-Antiracist-Ibram-Kendi-ebook/dp/B07D2364N5/ref=sr_1_2?crid=1K7ZVVHCXRD16&dchild=1&keywords=how+to+be+an+antiracist&qid=1593537802&s=digital-text&sprefix=how+to+be%2Cdigital-text%2C347&sr=1-2
https://hbr.org/2019/06/how-to-reduce-personal-bias-when-hiring
https://www.fastcompany.com/90333864/how-to-confront-bias-without-alienating-people
https://www.anneloehr.com/2016/05/19/tips-for-managing-unconscious-bias/
https://www.shrm.org/hr-today/news/hr-magazine/pages/1214-hidden-bias.aspx
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Interview Matrix



PageUp 101
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Your Dashboard:
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Click on "View Applicants" on the right
Note: the "total applications" number includes incomplete applications; those are not part 
of your view.

How to Bulk Compile

Select the applicants of your choice, then choose Bulk Compile and Send in the 
Select dialog box above the applicant names.
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Select the 
Documents
Select applicant personal 
details, resume, cover letter, 
other – applicant, and 
supporting applicant documents

Click "Create PDF" at the 
bottom
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Click to download your document; do NOT sent via PageUp 
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Questions?  Thank You


