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Guide for search committee members 
This guide is intended for the members of a search committee who must explore the market for possible candi-

dates for positions at Aalborg University.  

The rules for search committees are described in section 4 of the Rules for search committees, shortlisting and 

assessments. 

Task of the search committee 
The use of search committees aims to ensure a broad field of high quality, diverse applicants, i.e., an applicant 

field that includes qualified national and international applicants and represents more than one gender. 

The search committee must find at least three interested candidates that as a group represent more than one 

gender.  

If it is not possible to comply with the minimum requirement, including the diversity requirement, the search 

committee must explain why compliance involves exceptional and disproportionate work for the search commit-

tee. Based on the search committee's review, the head of department must then consider whether to adjust the 

job advertisement or apply for dispensation from the dean.  

Process and responsibility 
The search committee’s work process can be described as follows:  

 

The task and responsibilities of the search committee can be described as follows:  

- To assist in refining the job advertisement  

- To draw up a plan for the search  

- To explore the national and international market for potential candidates  

- To provide input on relevant external advertising of the position, including via social media  

- To contact potential candidates encouraging them to submit an application.  

In addition, the chair of the search committee has the following responsibilities:  

- To discuss the requirements and wishes for the profile with the head of department  

- To coordinate the work of the search committee, including ensuring that deadlines are met  

- To compile the results of the search committee’s work and report to the head of department  

https://www.handbook.aau.dk/digitalAssets/997/997568_regler-for-rekruttering-af-vip--final--engelsk-udgave.pdf
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- To clarify with the head of department who contacts potential candidates once the position is advertised if 

this is not indicated in the department’s procedure  

The discussions in the search committee and the search committee’s report are confidential.  

Deadline 
The search committee has three weeks to complete its work. The search committee begins its work prior to the 

posting of the job advertisement.  

Screening 
Based on the criteria in the job advertisement, the search committee explores the national and international 

market for potential candidates in the given area of education and research.  

First, the search committee draws up a list of possible candidates. It is important that this search is objective 

and that candidates are not excluded during the search phase on the assumption that they are too experi-

enced, too inexperienced or are unlikely to change jobs.  

When preparing the list, it is suggested that the search committee examines the following, depending on the 

main metrics and impact factors used in the discipline:  

- Professional networks  

- Participants at conferences 

- Authors of relevant articles in the field, as determined by searches of research databases such as Scopus, 

Google Scholar, Nora  

- Lists of award recipients, if relevant in the discipline  

- Participants in research and innovation projects with external partners  

If the list of potential candidates lacks gender diversity, the search committee should consider continuing the 

search in order to produce a more diverse list. It may also be necessary to reconsider the criteria in the job ad-

vertisement, in conjunction with the head of department. 

Next, the search committee refines the list with additional information about the candidates retrieved from 

publicly available information. Sources can be research databases such as Scopus, Google Scholar, etc. or 

databases like LinkedIn and Research Gate. 

The search committee then contacts the possible candidates to express interest in a given position. It is im-

portant that the search committee does not promise the candidate that a position will be advertised or that em-

ployment will take place.  

Finally, the search committee prepares a report for the head of department. This report must also include sug-

gestions for any external advertisement of the position.  

Reporting 
Reporting is done by filling in the reporting template which is sent to the head of department.  

Contact with candidates 
The potential candidates are contacted by the chair of the search committee, a member of the search commit-

tee or the head of department, when the job advertisement is posted. The contact should link to the job adver-

tisement notice and give the candidate the option of requesting more information about the position.  
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It is important that the communication does not lead the candidate to expect an invitation to an interview or an 

employment agreement.  

Also, be sure to contact potential candidates early enough once the position is advertised, thus giving them suf-

ficient time to consider and apply for the position.  

The department may describe its own procedure for contacting the candidates and may prepare its own tem-

plate, possibly based on the HR department’s suggestions  

 

 

Suggested email to a potential candidate:  

Subject: Confidential.  

Dear XXX, 

My name is XXX and I work as XXX at Aalborg University. 

I am writing to you as your profile is interesting in terms of a position that we have just announced. You can 

find the position here: INSERT LINK 

Prior to the announcement, a search committee identified potential candidates for the position. We found your 

profile very interesting and would therefore like to make you aware of the position. 

If you are interested, XXX would like to tell you more about the position.  

I look forward to hearing from you.  

Kind regards, 

XXX 

 

 


