



Checklist for Library Director Search:  

	Who Is Responsible?
	Task:

	Library Board of Trustees
	Establish Search Committee

	Search Committee
	Establish search schedule w/definite dates/roles

	Search Committee/Staff Liaison
	Develop marketing plan

	Search Committee
	Conduct staff/community conversations

	Library Board of Trustees
	Complete Board Attributes Survey

	Search Committee/Staff Liaison/Board
	Develop and approve job ad/announcement

	Staff Liaison
	Begin placing ads according to marketing plan

	Designated Search Committee Member
	Handle all intake of cover letters and resumes; develop response message, questionnaire to all applicants; respond to applicants immediately

	Designated Search Committee Member
	Handle phone conversation w/each qualified candidate; develop matrix

	Designated Search Committee Member
	At close date-forward all cover letters and resumes and matrix to full Search Committee

	Search Committee
	Review documents and verbal notes ; select 5-7 semi-finalists; interview process (Skype?)

	Designated Search Committee Member
	Notify semi-finalists of their selection and share semi-final interview schedule, time, location w/them

	Designated Search Committee Member
	Notify candidates not moving forward in the process

	Search Committee
	Determine 12-14 interview questions

	Staff Liaison
	Local arrangements for semi-final interviews; room reservation/room setup/determine waiting area/snacks/water for candidates

	Search Committee Chair
	Determines who will ask the questions/how introductions will be done/ who will meet and greet the candidates/who will take them out

	Search Committee
	Conduct interviews; let candidates know remainder of search process; determine finalists

	Designated Search Committee Member
	Notify both successful and unsuccessful candidates; schedule final interviews; start reference checking process

	Staff Liaison
	Local arrangements for final interviews; room reservation/room setup/determine waiting area/snacks/water for candidates

	Search Committee Chair
	Determines who will ask the questions/how introductions will be done/ who will meet and greet the candidates/who will take them out

	Search Committee/Full Board
	Conduct interviews; select successful candidate and alternate (if possible)

	Designated Search Committee Member/Board
	Contact successful candidate;  start negotiations; make offer; conduct background search



