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SUCCESSFUL INTERVIEWING

INTRODUCTION

An interview enables a Search Committee and a candidate to get to know each other and to determine if an
employment match exists.

The structure and logistics of an interview are critical because they set the tone, direction, and flow of the

interview session.

AFTER THE
INTERVIEW

BEFORE THE INTERVIEW

INTERVIEW PROCESS

BEFORE INTERVIEWING

An AAP-1 Form must be completed and all necessary approvals secured before a search can begin. The AAP-1 is
the authorization to fill the position. All search forms are available at
http://www.ccsu.edu/HumanResources/formsindex.html OR http://www.ccsu.edu/AffAction

The Search Committee chairperson is responsible for ensuring that the Search Plan complies with related collective
bargaining agreements, university policies and procedures, and specific department practices. The Search Plan
should be sensitive to diversity priorities of the University.

An AAP-2 Form begins the search process. Positions cannot be advertised until the AAP -2 Form is approved.

In order to make searches more inclusive and give Search Committees more flexibility, a statement regarding
“substantially comparable experience or credentials” s houl d be i ncl udFmnkxampie: t he adver

“Required: Doctor al D e g r e eor sabstantiaBy commparable expefiendee ac hi n g

andorONBRSYy GAf aodé

It is highly recommended that searches avoid a firm cut-off date for applications to be submitted. Avoiding a cut-
off date allows the search to be extended if necessary to attract qualified candidates from a broader number of
underrepresented groups. In this manner, Search Committees can review applications as they are received, while
allowing for later applications to still be considered. A Search Committee may also wish to solicit applications in
order to attract a broader range of diverse applicants.


http://www.ccsu.edu/HumanResources/formsindex.html
http://www.ccsu.edu/AffAction

Recommended Wording for Advertisement:

EXAMPLE: “ ap pl irceacteiionesd bef ore November 15 wil/l rlecei ve

Please note: If you use the wordingd WS @A S 6 2 Fwillcadimdierfce@n:XEybuawl Be required to continue
reviewing applications as they are received and continually revise your AAP-3 form.

Candidates are screened by the Search Committee and placed in one of three categories, based on their
credentials: Highly Qualified/Finalistgvlinimally Qualifieclor Not Qualified The Search Committee is responsible
for selecting the pool of candidates to be interviewed. Following this analysis, an AAP -3 Form is completed and
submitted for approval.

DEMOGRAPHIC INFORMATION

All candidates are required to complete the demographic information needed to monitor AA/EEO before they start
the application process. They must print out the Applicant Cover Page located on the Diversity and Equity web
site. Race and gender information are optional, and the candidate will decide whether or not to provide this
information.

The following statement should be added to all position advertisements:

G¢2 o0S3AAY GKS | LILX A OF (i AMppjicaticiNG@SPage Whichitas bedogind O2 Y LI S G S

http://www.ccsu.edu/AffAction/.

Attach the Cover Page to your application materials and send tBeki® & ¢

COMMUNICATING WITH THE UNIVERSITY COMMUNITY

Searches for positions that have university-wide impact are of great interest to the campus community. For
example, the hiring of a new Provost or Library Director is of critical importance to many constituencies. It is very
important that searches appear transparent and open, and that campus constituencies are included in the search
process by providing opportunities for faculty, staff, and students to meet with candidates who come to campus.
Arranging for multiple meeting that include all interested groups can be a logistical challenge, but it is a critical part
of the search process and every effort should be made to allow ample opportunity for participation when
candidates come to campus.

Search committees are encouraged to maintain regular communication with the various campus constituencies
who might be interested in the progress and outcome of the search. This communication may include campus-
wide e-mails, announcements at the Faculty Senate, requests to participate in open forums, and requests for input
and feedback. The Faculty Senate Appointments and Personnel Committee may contact Search Committee Chairs
for information and regular updates regarding searches for university administrators. While search committee
deliberations are confidential, committees are encouraged to share as much information as possible with
interested groups on campus.


http://www.ccsu.edu/AffAction/

INTERVIEW PLANNING

SCHEDULING AND CONFIRMING INTERVIEWS

It is best to contact a candidate by phone to schedule an interview.
Once scheduled, it is always helpful to confirm the interview details in writing, highlighting:

the locations and room numbers where the interview(s) will be held
the time the interview will begin
any materials or information the candidate should bring with them to the interview

O O O O

the name of a contact person(s) and his/her phone number

See the sample confirmation letter in the Attachment Section.

LOGISTICS AND DIRECTIONS

QArrival by Plane: If a candidate is arriving by airplane, make arrangements for him/her to be picked up.
Provide the candidate with the name of the person(s) meeting him/her at the airport, including a telephone
number to reach that person if any problems arise. If the candidate prefers to rent a car and drive to the
university, provide them with directions and parking instructions.

P Arrival by Car: If a candidate is driving to the university, provide detailed driving instructions including
where to park and how to find the building where the interview will take place. Driving to CCSU can be confusing.
The reason most people are late for interviews is that they get lost trying to find the correct entrance and/or
parking.

B Hotel Arrangements: If a candidate is staying at a local hotel, provide directions to both the hotel and

to CCSU. Many hotels provide MapQuest directions to their facility.

PROVIDE CANDIDATES WITH GENERAL INFORMATION ABOUT CCSU

It is always helpful for a candidate to receive information about CCSU prior to his/her arrival, providing an
orientation to the University, its history, and its strategic goals.

Some things you may consider sending candidates include:

e “CCSU, An E nope(See tachmeot)f Choi
e  CCSU Mission Statement and Strategic Plan

e (Copies of recent newsletters

e Links to the CCSU web page



e  Other materials or information about the department

FINAL CONFIRMATION OF THE INTERVIEW

The day before the interview, confirm the interview date, time, and location with the candidate. Provide the
candidate again with the name of a contact person and a phone number. Confirm travel arrangements, directions,
and parking.

INTERVIEW SESSIONS

DAY OF INTERVIEW

Candidates interviewing for positions are often nervous. They want to make a good impression and present
themselves in a professional manner. It is important to make the process as easy as possible.

‘ Greeting the Candidate:

The candidate’ &rival should be pre-planned.

U Ensure that the contact person is available to receive calls and/or greet the candidate.
Alert office personnel who are the first point of contact that the candidate is expected to arrive.
If the candidate arrives early, staff should make them feel comfortable while they wait. Staff
may wish to use this greeting: “ M dones is expecting you, and he will be with you shortly. May |
of fer you something to drink? Woul d you 1|ike t
U Have a designated place set aside for the candidate to wait and organize his/her thoughts prior
to the interview. The best location is one that is relatively quiet and/or away from other people.
U Offer information to the candidate to read as they wait. Some ideas of what to share: pamphlets
about the University, copies of newsletters, and/or other literature. Often, looking through
information prior to an interviewi s hel pf ul i n r ei nhighlightiigng peopl e’
pertinent events that may be a focus during the interview.
U Candidates should be greeted by a Search Committee member. It is helpful for that person to
state their name and greet the person by name.

TIPS FOR EFFECTIVE INTERVIEWS

In-person Interviews
Seating arrangements should allow the candidate to make eye contact with everyone.

If each person in the group plans to ask a question, do so in an orderly pattern. This helps the candidate to
anticipate who the next questioner will be. It also helps him/her become more relaxed and comfortable.

‘ Tips for Effective Search Committee Interviews:




0 Interviews should start and end on time. Sometimes, candidates feel pressure because of other
commitments or fear of missing their flight or scheduled transportation.

0 Sitting at a desk or table is always easier for the candidate. It provides them with a place to rest
their arms and lay out materials.

0 Interviews conducted in a semi-circle with chairs and no tables should allow the candidate space
to store their personal belongings. Sometimes, simply having a small table and/or empty chair
next to the candidate is appreciated.

0 Upon arrival, it is considered a professional courtesy to hand the candidate a folder with his/her
name on it containing information about the day such as the interview schedule, names of
Search Committee members, etc. This simple touch goes a long way to make the candidate feel
welcome and in defining CCSU as an Employer of Choice.

0 Itis always very helpful to have a drink of water available for the candidate and provide them
with paper and pen to take notes.

0 Candidates sometimes bring copies of their resumes and/or other materials for the Search
Committee. If they do, distribute the copies even if you have them already. If the candidate
does not have enough copies for the number of people at the interview, offer to have copies
made, and then distribute them.

[NOTE: always accept the materials. Sometimes people will change their resumes updating their
credentials (suchasgoingf r om “ c a n d i "dcd'RhR” arfd the datathe lddgrEe was
rendered). In some cases, candidates change their resume in areas that may alert you to a
problem.

0 Interview questions must be job related. (See list of some typical questions in the Attachments
Section).

0 When asking questions, avoid words, phrases, and references that may only be known to CCSU
personnel, such as Blue Chip Card; names of specific buildingsi . e . Wil | assathd Ha |l | or
abbreviations common only to CCSU.

0 Iftheinterview is long, provide a break to avoid fatigue for both the Search Committee members
as well as the candidate.

0 Ifthe candidate is scheduled to meet other people on campus, ensure your portion of the
interview process adheres to the scheduled time frames.

0 Atthe conclusion on your session, alert the candidate that it is time to move on to the next part
of the process. Offer the candidate an opportunity to use the facilities.

0 Have someone accompany the candidate to the next interview location and have that person
introduce the candidate to the person designated to greet the candidate at that location.

0 At the conclusion of the interview process, inform the candidate of the timeframe for a decision
and if you would like them to submit additional materials or samples of their work.

0 Someone from the Search Committee should walk out with the candidate. Thank them for taking
time to participate in the interview process and express that their interest in CCSU is
appreciated.

0 Ifacandidate is offered a tour of CCSU at the end of their interview, ensure the candidate is
linked to the person/department conducting the tour.

Phone Interviews



Interviews over the phone are never preferred. However, in some cases, it is not feasible to ask a large number of
candidates to travel long distances. In these cases, a phone interview may be used. If possible, arrange for a
teleconference, to provide for a more interactive format. Contact the Media Center at X22025 to secure the
necessary equipment and any technical assistance needed. If the process must be done over the phone, ensure
that each Search Committee member can hear the candidate and that the candidate can hear them as well.

Phone interviews are more difficult than face-to-face sessions becauseyoucannot see t fadal per son’ s
expressions nor adequately hear nuances in their remarks. Phone interviews often feel somewhat impersonal. Itis

important, therefore, to make the session as productive and friendly as possible.

‘ Tips for Effective Phone Interviews:

e If possible, provide the Candidate with the names of the Search Committee members in advance.
e Provide each Search Committee member with a cop
other supporting information.
e Ensure that the phone/teleconference connection
opportunity during a phone interview more than scratchy or weak audio.
e The Search Committee Chair should introduce him/herself. Initially, refer to the candidate in a
formal manner. Ask the candidate if you can use his/her first name. Example: “Hello, Ms. Jones.
This is Emmy Wilson. We have aeiiview scheduled today. If you are ready; we would like to
0S3IAAYy D ale@ L OFftft @&2dz {dzal yK¢
e Introduce each of the members of the Search Committee, or have them introduce themselves.
e Beas clear and concise in a phone interview as possible. Keep the conversation and questions
brief. Restate questions if needed.
e Limit the interview session to 60 minutes or less to avoid fatigue.
e Askinterviewers to state their names again as they ask questions. (Example:d | A2 al NB X UGKA a
Cummingsagain® L g2df R tA1S (2 FalXPbéo o
e If the candidate is asked to send materials or respond to written questions at the end of the
interview, ensure that the address, fax number and/or e-mail address is clearly stated. Provide
the information in writing if possible. Provide the candidate with the name of a person to
contact if problems arise in the transmission of their response(s).
e Thank the candidate for his/her time and interest in CCSU and offer some details regarding how
the process will proceed.

AFTER THE INTERVIEWS

Thank You Letters from the Search Committee

The Search Committee may wish to send a thank you letter to candidates after the interviews, expressing
appreciation for participating in the process and informing them that a decision will be made soon. Copies of all
letters should be retained with the search paperwork.

If No Suitable Candidates Are Found

10



If after the interviews the Search Committee is unable to recommend any of the candidates, a decision must be
made to either extend the search or close the search. The Search Committee Chair should consult with the hiring
supervisor and then discuss the situation with the Chief Diversity Officer.

Conditional Offer of Employment

Once the Search Committee completes its deliberations, the Chair must complete an AAP-4 Form recommending
one or more candidates to the hiring supervisor. The hiring supervisor will then decide who, if any, of the
candidates will be selected. Salary and hiring date may require consultation with Human Resources. The Search
Committee chair or the hiring supervisor (depending on the position) should call the selected candidate and make
a conditional offer of employment. The Chair should also discuss necessary paperwork that must be completed
prior to hire.

Before an official offer of employment can be made, the selected candidate must:

V  Complete a CCSU application
V  Successfully complete the Pre-Employment Background Investigation
V  Successfully complete the reference check process

Once all negotiations are completed and all required procedures are finalized, the President will sign an official
letter of employment. Selected Candidates must sign and return the letter of employment by the date specified in
the letter.

Timely Decision Making

Candidates are often anxious to hear whether they were selected for a position. Making decisions in a timely
manner helps everyone, as many universities often compete for the same qualified candidates.

Notifying Candidates Not Selected for the Position

It is important to notify candidates who were interviewed, but not selected, that the position is being offered to
someone else. People need closure. A personal telephone call is the best way to contact a candidate who was
interviewed but not selected. This call should be followed up by a letter.

Often, candidates not selected may wish to contact the Search Committee inquiring why they were not chosen. In
these cases, honest feedback is always warranted. If you have questions or feel uncomfortable about providing
feedback, ask the Human Resources Department for assistance.

Thank You Letters from Candidates

It is common practice for candidates to send thank you letters after they interview. Copies of thank you letters
should be shared with other members of the Search Committee. Attach the original letter to the candidate’ s
credentials.

11



ATTACHMENTS
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SEARCH CHECKLIST

Central Connecticut State University

Step I The Hiring Supervisor must complete an AAP-1 Form and receive approval
to fill the position
Step II. Completion of the AAP -2 Form
] The AAR2 Form (Search Plan)is required for all unclassified searches(AAUP,
SUOAF, Management/Confidential) A draft job advertisement should be attached to
the AAP-2 Form. Applicants are required to complete the demographic information
page on the Applicant Cover Page ontheOf f i ce of Diversity and Egq
To promote inclusion, searches should add the following statement to their
advertisements:
ARequired: D o c tyearsaif teaddieqgerperience ar dubstantially
comparabl e experience and/or credentiayl s. o
It is recommended that searches do not have a firm cut -off date. Allowing search
extensions are helpful in case they are needed to attract qualified candidates from
underrepresented groups. You may wish to say something like:
EXAMPLE:iappl! i cations received before Noviember
This allows the Search Committeeto review applications as they are received, while
allowing for later applications to be considered. A Search Committee may wish to
solicit applications if the Committee wishes to attract a broader range of diverse
applicants.
NOTE: AReview of appl i catrequiresthaou contime mmenc e é o
reviewing applications as they come in, and revising your AAP-3 forms every time a
new application is received.
Step lll . Office of Diversity and Equity Provides Charge fo Search Committee
Strateg les/Selection Criteria:
] The Office of Diversity and Equity will schedule a meeting with the Search

Commi ttee and provide them with a AChargeo

13
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meeting wild.| include a review ofecrtedtUds af f i |
strategies, and candidate selection considerations.

] The Office of Diversity and Equity will supply the Search Committee with information
and materials to assist in the search process. The Office will also supply the Search
Committee with additional information related to diversity.

Step IV. Completion of AAP -3 Form

] The Search Committee will establish both basic and preferred qualifications for each
search.
[] The Search Committee will establish selection criteria and review

each candidate® credentials based on the identified criteria.

L] Based on their qualifications, candidates will be placed in one of three
categories:
Highly Qualified/Finalists Meets all or a specified number of Preferred

Qualifications for the position, as determined
by the Search Committee.

Minimally Qualified Meets the minimum/basic
qualifications for the position, but does not
meet the Preferred Qualifications
as specified by the Search Committee.

Not Qualified Does not meet the minimum/basic
qualifications for the position.

] The AAR3 Form must be approved before the Search Committee can proceed with

the interview and selection processes.

Step V.  Interview Process  and AAP -4 Form :

] The Search Committee must developinterview questions and identify specific
information they wish to gather during the interview to select finalists for the
position.

D The interview should respect individual needs and accommodations, if required,
to ensure that people with disabilities and/or individuals with special needs have
equal access

14



] Following the interview, the Search Committee must decide which of the
candidates, if any, will be recommended for hire.

] The AAR4 Form is then forwarded for review and approval.

Step V.  Pre-Employment Background [Investigation and Verification:
] The selected candidate receives a conditional offer of employment.

[] The candidate must submit a CCSU application andan authorization to complete
A pre-employment background investigation.

Step VL. Formal Offer:

] A formal offer of employment will be made once the required pre-employment
background investigation and reference check has been completed.

] The Search Committee should notify unsuccessful finalists that they were not
selected, first by telephone, and then followed up by a letter .

For more information, call
The Human Resources Department Davidson Hall , Room 101 832-1751
The Office of Diversity and Equity Davidson Hall , Room 102 832 -3104

15
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BEHAVIORAL INTERVIEWING

L . i X
L%
- o - ‘-

What is Behavioral Interviewing?

Behavioral Interviewing helps interviewers discover how a candidate thinks and reacts in specific
employment situations. The concept of Behavioral Interviewing is based on the idea that past
performance is a predictor of future success.

Traditional interviewing asks typical questionss uc h a s : “What are your stren
“What do you expect from an employer?”

In Behavioral Interviewing, desired skills and traits are determined; and then, questions are framed to
determine whether the personmakipagtslkixiplesi maceh atn!
goals. In Behavioral Interviewing, questions are more probing in nature.

Examples of Behavioral Interview Questions:

(taken from Career Services@Virginia Tech www.career.vt.edu/JOBSEARRC/inteview/Behavioral)

*Describe a time when you were faced with problems or stresses at work that tested your coping skills.
What did you do?

*Give an example of a time when you had to be relatively quick in coming to a decision.

*Give me an example of an important goal you had to set and tell me about your progress in reaching
that goal.

*Describe the most creative work-related project you have completed.
*Give me an example of a problem you faced on the job, and tell me how you solved it.

*Tell me about a situation in the past year in which you had to deal with a very upset customer or co-
worker.

*Give me an example of when you had to show good leadership.

20
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ADDITIONAL EXAMPLES: (http://jobsearch.about.com/cs/interviews/a/behavioral.htm)

Give an example of an occasion when you used logic to solve a problem.

Give an example of a goal you reached and tell me how you achieved it.

Describe a decision you made that was unpopular and how you hand led implementing it.
Have you gone above and beyond the call of duty? If so, how?

What do you do when your schedule is interrupted? Give an example of how you handle it.

Have you had to convince a team to work on a project they weren't thrilled about? How did you do it?
Have you handled a difficult situation with a co -worker? How?

Tell me about how you worked effectively under pressure.

SAMPLES OF INTERVIEW QUESTIONS

CAN BE OBTAINED FROM THESE SITES:

http://www.quintcareers.com/interview questions.html

http://www.middlesexcc.edu/career/control.cfm/ID/3191

21
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TRADITIONAL INTERVIEW QUESTIONS

The following is a list of common traditional interview questions: (Some examples taken from:
Middlesex County College, Career Services http://www.middlesexcc.edu/career/control.cfm and Traditional

Employment Questions from Quintessential Careers http://www.quintcareers.com/interview guestions.html)

How would you describe yourself?
Tell me about your experience.

> > >

Can you share some specific information about your past work history and what skills
you used frequently in your previous positions?

What skills do you bring to this position?

Why did you leave your last job?

What are your long range and short range goals and objectives?

What do you see yourself doing five years from now?

Why did you choose this career?

Can you explain gaps in your employment history?

How well do you work with people? Do you prefer working alone or in teams?
How would you evaluate your ability to deal with conflict?

How would your co-workers describe you?

What is the best jgb you’  ve ever had and
What qualifications do you have that make you uniquely qualified for this position?
In what ways do you think you can make a contribution to this University?

What leadership attributes do you have?

What two or three accomplishments have given you the most satisfaction? Why?
Do you have plans for continued study?

How well do you work under pressure?

Are you good at delegating tasks?

How well do you adapt to new situations and change?

What interests you about working at the University?

How do you personally define success?

What motivates you professionally?

Are you a goal-oriented person?

Why should | hire you?

Describe a situation in which you were successful.

What are your greatest strengths and weaknesses?

Who influenced you the most in your life and why?

Are you willing to relocate?

Are you willing to travel?

p N5 S N S N S5 S D N S S 5 N N S N N N N N N N N N NS N N NS

Have you published? If so, please share some examples with me.

22
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ILLEGAL INTERVIEW QUESTIONS

The following is a list of guestions to avoid when interviewing:

NATIONALITY RELATED QUESTIONS:

0 Areyoua U.S. citizen?
0 Where were you (or your) parents born?

But ...v ou: c aAreyausuthorized to workin the United States?
What languages can you read, speak, or write fluently?

AGE RELATED QUESTIONS:

0 How old are you?
0 When did you graduate from college?

But .... you @Arayouovesthe age of 18?

MARITAL AND FAMILY RELATED QUESTIONS:

What is your marital status?

Would your husband (wife) be willing to relocate if you get this job?
Who do you live with?

Do you have plans to have a family?

O O O O O

How many children do you have? Do you have child care arrangements?

But .... you cWauldyawbkwilling to relocate if necessary? Travelis an
important part of this job.
This job requires overtime occasionally. Would you be able and
willing to work overtime if necessary?

AFFILIATION RELATED QUESTIONS:

0 To what clubs or social organizations do you belong?
0 From your resume, | noticed that you are actively involved in your church. Would it be a
problem for you to work on Sundays?

But .... you cBoyoulekngtoany professional or trade groups or other
organizations that you consider helpful in your ability to
perform this job?

23



PERSONAL QUESTIONS:

0 How tall are you?
0 How much do you weigh?

But .... you c &ayoualkdeko lift a 50-pound weight and carry it
100 yards, as that is part of this job?

DISABILITY RELATED QUESTIONS:
0 Do you have any disabilities?

But .... you cAdyouakdeko:perform the essential functions of this job with
or without reasonable accommodations?

MILITARY RELATED QUESTIONS:

o Ifyou’ve been in the military, were you hono
But .... you c Whattyaeofidraining and education did you receive in
the military?

(Examples taken from: http://www.laborlaws.com/clock4/item426/ and USA Today, 1/29/01 lllegal Interview
Questions)

24
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CCSU

AN EMPLOYER OF CHOICE

FOR BUILDING A CAREER IN HIGHER EDUCATION

THE BENEFIT OF LOCATION

A comprehensive state university, CCSU is located in the Har@anuitol Region, with convenient
highway and public transportation access to New York City and Bo§&€Q%U was established in 1849
and holds the distinction of being the oldest public institution of higher education in Connecticut.

The area is rich in ademic and educational opportunities. Within ar8e radius of Hartford are a
number of universities andolleges,offering a wide range of study. The area also offers community
collegeand specialty @st secondary education options. Thsuteis that lhe local communities have
some of the highest educated workforces in the state.

Local school districts are among the best in the state. High graduation rates, longevity of teaching staff,
educational levels of faculty, and strong financial supportdoal schools, are the result of a high level

of commitment our local communities have in building and retaining quality education in this area. SAT
scores are among the highest in the nation, and over 90% of children from local districttogattend

two- and four year postsecondaryeducation. Local districts emphasize technology in the classroom,
ensuring that graduating students are prepared for the new demands in the workplace.

The area offers a wide rangé aultural venuesncluding: The Wadsarth Athenaeum Museum of Art;

the Childrenés Sc-iStead dMaseuMuNew Britain Musbuen ofHAmerican Art; the
Bushnell and the Hartford Stagéoth of which offer world class entertainment. Attractive shopping is
available in West Hartford Center including the new Blue Back Square area that offers a unique shopping
experience. Quaint retail stores abound. The area has several malls indhedlagge upscale West

Farms Mall. Area attractions and amusements are augmented by the beauty and charm of southern New
England.

Vibrant neighborhoods offer a high quality of life at affordable prices, all of which makes this area a
wonderful place foprofessionals and their families to grow and prosper. Public transportation, ease of
movement and accessibility of resources, and strong economic riches promote business growth while
respecting the rich heritage of the region.
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A BRIEF HISTORY OF CCSU

Founded in 1849, Central Connecticut State University is the oldest public institution of higher education
in Connecticut. CCSUwas founded as a Normal School to train teachers. It moved to its present campus
in 1922. In 1933, the college became kn@gthe Teachers College of Connecticut and began granting
four-year baccalaureate degrees.

In 1959, because the curriculum expanded to include degrees in liberal arts, the college was renamed
Central Connecticut State Colleg€entral Connecticut contired to grow and expand. By 1983, in
recogni ti on o fcomnfitment; nmssionj strategyi andragpisations, the college became known
as Central Connecticut State Universdffering both undergraduate and graduate degrees.

CCSU has continued tauild on its traditional strengths, arghiow progressing toward greater diversity
in our student body and faculty, ahdcomingncreasingly international in its focus. Today, the campus
brings together leaders and educators from many backgroundsgeeech and strong academic
community.

With over9,900 undergraduate araer 2,300 graduate level students, CCSU is the largest institution in
the fourcampus Connecticut State University Systérhe campus has embarked on major capital
projects ad improvementss part of CSU 2020

Our Mission and Vision: Central Connecticut State University is a community of learners dedicated to
teaching and to scholarship. We encourage the development and application of knowledge and ideas
through research armalitreach activities. We prepare students to be thoughtful, responsible, and
successful citizenittp://www.ccsu.edu/strategicplan08/vision.htm

StrategicPlan:The Uni versitydéds Strategic Plan sets in mot
positive course for the future. Theoal s and obj ectives outPlanareed i n th
available on the web attp://www.ccsu.edu/strategicplan08/objectivelist.htm

ACADEMIC EXCELLENCE

[Ra— e
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CCSU is an active learnirgentered community dedicated to scholarship with a belief that higher
education promotes the personal and sogialwth of all students. CCSUa comprehensive public
university, offers degreesin the liberal arts andhe scierces, as well asmany Master level degree
programs 6" Year Certificateprogramsand arEd.Din Educational LeadershipfCCSUofferedthe first
entirely online M.S. Degree iData Mining in the country. CCSU recently joined the University of
Connecticut as one of the two public institutions in Connecticut offesirdegree in Mchanical
Engineering and a Civil Engineering degree pragr was recently approved by the Board of Trustees and
awaits approval from the Connecticut Board of Governors for Higher Educdieftecting the need for
trained tealth professionalsCCSU hasdeveloped a fouyear BSN program which helps address the
sta t shrsageof nurses.

For its FirstYear Experience Learning in Communities (LinC) Program, CCSU was recognized in 2000
as one of 16 0 L eatdediitediStatgsby tha AnteficanuAssbotatios of Colleges and
Universities. CCSU ismud of its Centers of Excellen¢ancluding the George Muirhead Center for
International Educatiorand the School of Engineering and Technology. CE8htinues tgpromote

new opportunities fostudentdy developing progms that address emerging needs

COMMUNITY INITIATIVES

ITBD: For more t han 2forTeclnalagwand BOShEss DevelopnmesHD) Hasi t e
provided local businesses and aspiring entrepreneurs with the tools to start and grow successful
companies through technicahining, skill development, industrial modernization, marketing, financial

and networking opportunities. BD turns ideas into ventures, aids the growth of existing businesses, and
hel ps the | ocal busi ness ¢ ommu nticandintérmal manketsc e ed i n

The Connecticut Small Business Development Cente€SU hosts The Connecticut Small Business
Development Cente(CSBDC) a unique partnership that promotes and encourages the creation and
growth of sound business advice throymiofessional technical assistance and education. The project
helps nurture small businesses at the grass roots level, while building business capacity and stimulating
economic development in the state.

ITBD andCSBDCh el p f ul fi I | t hment t0 public servise, whifeGpoomoting business
growth and development in the state.
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DIVERSITY

CCSUis committed tahe development and promotion of diversity witttie university. The University
recognizes the importancé bringing togethepeople from aried backgrounds to buiktademic
strength and enriicthe value of the educati@ffered at CCSU The entire campus community is
committed to providing a welcoming, accepting climate for all students, faculty, and staff.

TheOffice of Diversity and Equity is dedicated to providing leadership forttigersity in its

commitment to a campus environment that fosters respect for the dignity, rights, and aspirations of each
member of the University community. The Office takes an active raearing information and creating
opportunities to encourage positive interactions.

CCSU offersopportunities to participate in lectures, organizations, and activities that promote diversity
and build understandingThis rich set of resources helps CCRidintain its focus of building a strong
university community, while promoting excellence amtlerstanding

CCSU is an Equal Opportunity Employer and complies walithtate and federal laws and regulations.
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SAMPLE LETTER TO CONFIRM AN INTERVIEW

(Date)

(Name and address of candidate)

Dear Dr./Mr./Ms:

This letter is to confirm your interview for the position of (job title) at Central

Connecticut State University. You will be meeting with (name(s). Please bring with you a writing
sample and three letters of reference.

The interview is scheduled for (day, date) at (time). Please come
to (Building Name), room , which is located on the (floor #)
floor.

Directors and parking instructions are enclosed. If you have any questions, please feel free to call
at (phone number).

We look forward to meeting with you.

Sincerely,

your name

your title
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