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Manager’s Toolkit


Creating an Interview Committee

The Interview Committee:

· May screen applications as well as interview applicants.

· It’s size will depend on the position and the size of the parish; however, it should consist of no less than three and a no more than six people (when the committee size expands above six, each person’s ability to contribute is reduced to the point where interest wanes and effectiveness is lost).

· At least one member of the committee should be a member of the parish staff.

· All members should have some knowledge and/or association with the position.  

Consider the following for an interview committee (in addition to the supervisor who is always included):

· The pastoral leader;

· A representative from the pastoral council, finance council, or other consultative group;

· Parishioners or clients to be served by the position (e.g., youth in the hiring of a pastoral assistant for youth ministry);

· Staff member from another parish in a parallel position.

A committee is unnecessary for hiring non-exempt positions such as a parish secretary, bookkeeper, janitor or custodian.  The supervisor of the position, appropriate parish staff, and/or the pastoral leader would be the only participants necessary for screening and interviewing. 






[image: image2.wmf][image: image2.wmf]

