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Leadership Search Committees
March 2007
The success of any organization is dependent upon the quality and effectiveness of its leadership.  The Agricultural Research Service (ARS) has an excellent history of recruiting outstanding leaders.  It is imperative that we enhance our ability to recruit from a highly-qualified and diverse candidate pool for future leadership positions, especially in the coming years when a significant number of key leadership vacancies are anticipated.

Based on a recommendation made by the Ad Hoc Leadership Recruitment Task Force, Search Committees are to be used to assist in identifying and attracting highly-qualified and diverse candidates for the future leadership of ARS.  

This document provides recommended guidelines for the establishment of Search Committees for leadership positions (i.e., Research Leaders, Center/Laboratory Directors, Area and Associate Area Directors, Headquarters Leadership positions, etc.).

 Search Committee Composition
ARS Search Committees will include 3 to 5 representatives, who are not themselves potential candidates, from the following:

· Professional peers (individuals highly regarded in the field of science or administration) of the position being filled.  It is recommended that at least one of these representatives be from ARS and from an Area other than that for which the position is being recruited.

· Representatives from outside ARS (as appropriate) from the same area of science or administration as the position being filled.

· Key partner, customer, and/or stakeholder representatives.
To avoid any potential conflict of interest issues, members of the Leadership Evaluation Panel should NOT serve on Search Committees.

Search Committees should include diverse representation.
Individuals who will be directly supervised by the candidate selected will not serve as members of the Search Committee.

Search Committees will also include a representative from the ARS Office of Outreach, Diversity, and Equal Opportunity. This representative will serve in an advisory role to the Search Committee and will provide guidance regarding marketing of the vacancy and documenting the activities of the committee.

Role of the Selecting Official

· Appoint the Search Committee and Chair prior to the posting of th vacancy announcement. 

· Describe the expectations of the Committee, provide guidance on the roles and responsibilities, and ensure that an appropriate amount of time (a minimum of two to three weeks) is provided to conduct a full search for candidates.

· Provide the Search Committee with a copy of the position description and vacancy announcement and discuss the qualification requirements sought as outlined in the vacancy announcement.

· Solicit Search Committee comments on possible sources for print or online advertisements and ensure placement of advertisements.

· Provide the Search Committee with ideas on organizations, universities, and/or individuals who should be contacted.
· Document personal and Search Committee efforts made to reach a diverse and highly-qualified candidate pool for the position and provide to the Associate Administrator for Research Management and Operations as part of the RL/LD/CD selection approval request.  The Leadership Recruitment Timetable should be used to document the hiring process.
· Provide the Office of Outreach, Diversity, and Equal Opportunity Are Program Manager documentation from the Search Committee which will be reviewed to determine if efforts made were beneficial and can be used as “best practice” examples for others, or to determine if any changes in the process should be made for future search committee efforts.  The Leadership Recruitment Timetable should be used to document the hiring process.
Role of Search Committee Chair
· Establish contact with other committee members and discuss how best to approach the process and reach a highly-qualified and diverse pool of candidates.

· Ensure that known potential candidates are identified and discussed and that an appropriate committee member agrees to contact specific potential candidates.

· Provide written documentation to the Selecting Official which summarizes contacts made and outcome during the search process, including documentation on efforts made to reach a highly-qualified and diverse pool of candidates.

Role of Search Committee

· Discuss the position and qualification requirements as outlined in the vacancy announcement.

· Provide suggestions to the selecting official on sources to use to place print and online advertisements for the position.

· Identify known highly-qualified and diverse candidates from within the peer group of the position (both within and outside of ARS).
· Identify potential candidates from non-traditional sources, e.g., HBCUs, HSIs, and others.
· Personally contact highly-qualified candidates describing ARS and the research program of interest, and encourage them to apply for the position.

· Request advice and assistance from the Office of Outreach, Diversity, and Equal Opportunity Area Program Manager as needed.

Role of the Office of Outreach, Diversity, and Equal Opportunity Area Program Manager
· Serve in an advisory role to the Search Committee.

· Provide guidance to potential applicants on the Federal application process, as needed.

· Determine the effectiveness of Search Committee contacts – documentation on personal contacts will be used to determine whether individuals contacted actually applied for the position, received an interview, and were selected.  
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The success of any organization is dependent upon the quality and effectiveness of its leadership.  The Agricultural Research Service (ARS) has an excellent history of recruiting outstanding leaders.  It is imperative that we enhance our ability to recruit from a highly-qualified and diverse candidate pool for future leadership positions, especially in the coming years when a significant number of key leadership vacancies are anticipated.

Based on a recommendation made by the Ad Hoc Leadership Recruitment Task Force, Leadership Evaluation Panels are to be appointed to assist Selecting Officials in the interview and applicant assessment process.  

This document provides recommended guidelines for the establishment of Leadership Evaluation Panels for leadership positions (i.e., Research Leaders, Center/Laboratory Directors, Area and Associate Area Directors, Headquarters Leadership positions, etc.).

Leadership Evaluation Panel Composition
ARS Leadership Evaluation Panels will generally include from 5 to 7 representatives (always use an odd number) from the following:

· Professional peers (individuals highly regarded in the field of science or administration) of the position being filled.  It is recommended that at least one of these representatives be from a location other than that for which the position is being recruited.

· Representatives from outside ARS (as appropriate) from the same area of science or administration as the position being filled.

· Key partner, customer, and/or stakeholder representatives.

To avoid any potential conflict of interest issues, members of the Leadership Search Committees should NOT serve on the Leadership Evaluation Panels.

Leadership Evaluation Panels should include diverse representation.

The Area Office of Outreach, Diversity and Equal Opportunity (ODEO) Program Manager or a representative from the ARS Office of Outreach, Diversity, and Equal Opportunity is to be included as an advisor (non-voting member) to the Leadership Evaluation Panel.

Individuals who will be directly supervised by the candidate selected will not serve as members of the Leadership Evaluation Panel.

Role of the Selecting Official

· Appoint the Leadership Evaluation Panel and Chair prior to the posting of the vacancy announcement.

· Describe expectations of the Leadership Evaluation Panel, provide guidance on the interview evaluation process to be used (e.g., the same process and questions are to be used for all candidates being interviewed), provide a copy of the position description and vacancy announcement, discuss the criteria to be used to evaluate candidates, and identify interview dates early in the process so that all Leadership Evaluation Panel members will be available.

· Request that the Leadership Evaluation Panel recommend a minimum of two most highly-qualified candidates.

· Review and discuss the qualifications of the two most highly-qualified candidates with the Panel Chair after receiving the panel recommendation.

· Schedule personal interviews with the recommended two most highly-qualified candidates.
· Conduct reference checks on the tentative selectee.
· Make tentative selection and document the interview process for RL/LD/CD positions as part of the letter which requests approval for the proposed selection from the Associate Administrator, Research Management and Operations.  The Leadership Recruitment Timetable should be used to document the hiring process.

· Contact the HR Specialist, after receiving approval of the hiring decision from the Associate Administrator, Research Management and Operations, to discuss the selection and recruitment incentives and to request that a tentative offer of employment be made for the RL/LD/CD positions.

· Contact the candidate, after the HR Specialist makes the tentative offer, to initiate preparation of the RPES case write-up, as appropriate.
· Contact other applicants and inform them of the recruitment decision.

· Ensure that the HR Specialist initiates a request for an Ad Hoc RPES panel, as appropriate, once the case write-up is received.

Role of the Leadership Evaluation Panel Chair

· Convene the Leadership Evaluation Panel.
· Lead the panel in developing interview questions to be used for all interviews, based on the qualification requirements outlined in the vacancy announcement and evaluation criteria.  Maintain a record of the interview questions which is provided to the Selecting Official.
· Contact and set up interviews at the location of the position with the strongest candidates based on written applications and panel recommendations (usually a minimum of three).

· Invite location employees and key partners and stakeholders to attend the presentation made by the candidates (if part of the interview process) and request feedback.

· Encourage partners and stakeholders to provide feedback through their representatives on the Leadership Evaluation Panel.

· Document the interview process and discuss the two most highly-qualified candidates with the Selecting Official.

Role of Leadership Evaluation Panels
· Conduct interviews and document candidate qualifications based on evaluation criteria.

· Document the strengths and weaknesses of the candidates and identify a minimum of two most highly-qualified candidates for referral to the Selecting Official.
