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Academic Interviewing Overview
The beginning portion of this guidebook is intended to help you prepare for faculty interviews - at conventions, on the phone, and on campus.  The first section discusses general guidelines that can be helpful for any type of faculty interview.  The following three sections each focus on a specific type of interview and are intended to supplement the first section.  
Do Your Research

Before any type of academic interview, it is imperative that you do your research – on the institution, department, search committee members, faculty members, community, etc.  Your research will serve several purposes.  First, it should help you decide whether or not you really want to apply, accept a job interview, and accept an offer.  Second, research helps you prepare to answer questions you may be asked during an interview.  Finally, research helps you formulate thoughtful questions to ask those who are interviewing you.
You can obtain information about a school, department, or individuals in a variety of ways.  The Internet provides a wealth of information.  You can learn about a university by reading its website, school newspaper, or course catalog.  You can also learn about a university by reading its profile in The Chronicle of Higher Education.  If you want to learn about a specific department, you can read its website, its student handbooks, or perhaps its profile on the websites of professional organizations in your field.  You can learn about specific individuals by typing their names into a general search browser, academic material search engine, or professional organization search window.
It is also a good idea to collect information from people you trust.  Ask your advisor, professors, classmates, and other professional colleagues if they have any information about particular schools, programs, or professors that would be helpful as you proceed through the interview process.  Another potential resource is UW alumni.  You can ask professors in your department if they know of any alum from your program that might have helpful knowledge about these issues.  You can also check to see if there are UW alumni working at specific schools by accessing Career Connections through the Alumni Association.  Career Connections is a searchable worldwide network of more than 4800 UW alumni volunteers offering networking referrals and information about their field and geographical area.  Access is free for UW students.  http://www.washington.edu/alumni/careers/careerconnections/
Prepare for Interviews – Answering Questions
You should start preparing for the interview process before you are invited to interview.  Nearly every faculty interview will include questions about your current research, future research, teaching, and personal characteristics.  Therefore, you can start preparing your answers to potential questions regarding these topics well in advance of interviews.  This allows you more time to do your research and prepare answers to institution-specific questions after you are invited to interview.
There are three important steps to consider in preparing for interviews.  First, look at lists of sample interview questions and jot down a few thoughts for each question, including concrete examples to demonstrate your point.  Second, practice saying your answers aloud to yourself – spoken answers usually sound much different than answers in your head.  Third, do a mock interview.  Gather a group of colleagues and have them ask you the most difficult interview questions they can conjure up.  You can also schedule a free mock interview at the Center for Career Services by calling (206) 543-0535.  The 60-minute appointments usually consist of 30 minutes of interviewing and 30 minutes of debriefing.  If you provide a copy of your CV and the job description two days prior to your scheduled mock interview, a career counselor will create the most realistic interview possible.  You can also videotape the session so you can critique yourself at home after the interview.  
When you are preparing your interview answers and then actually delivering them during interviews, consider the following suggestions.  First, you need to demonstrate that you are a confident, calm, forward-thinking professional.  As such, you need to answer questions in an organized manner – if you are surprised by a question, take a brief moment to think or even ask for time to think so you don’t end up rambling.  Second, you need to present yourself in a lively, engaged, audible manner; thinking of interviews as conversations rather than interrogations might help you maintain positive energy.   Third, you need to convey passion for your work and excitement about the possibility of working at the institution with which you are interviewing.  On the flip side, you need to keep your answers short – about two minutes in length.  Finally, whenever possible, use specific examples from the past and present to answer questions rather than talking abstractly about the future.  A method for structuring your answers to behavioral-based questions is the STAR method.  
· State the SITUATION  (I was teaching English 101 to 100 undergrads at a major university.) 

· State the TASK  (There was a group of 5 students that talked throughout each lecture and they were disrupting the class so I needed to find a way to prevent them from talking.)  

· State the ACTIONS you took to accomplish the task.  (I met with them each individually.  I was firm, yet considerate.  I told them ____. )
· Discuss RESULTS.  (The students reduced their talking in class and they started contributing to the class.  The quality of their work increased and they raised their grades.)
Current Research:  You will be asked about your previous and current research interests and projects.  You need to be able to discuss your research in 10 seconds and in 1, 10, and 30 minutes.  Furthermore, you need to be able to discuss your work with professionals who have knowledge in your specialty and professionals who have knowledge in your field but not in your specialty.  
· Tell us about your research.

· How did you choose your dissertation topic?  Why does it interest you?

· How does your research contribute to the field?

· How does your research relate to the work of ___?

· What theoretical framework did you use in developing your research?  Why?

· Why did you choose the specific method / instruments / sample / analytic technique?

· What are the strengths of your most recent work?

· If you could do your project again, what would you change?
· What do you most enjoy about the research process?
· What aspects of the research process do you least enjoy?
· How do you compensate for your research-related weaknesses?
· What is the most significant piece of research you have read this year?

Future Research:  Your interviewers will ask you about your future research plans.  Remember that they want to make sure you are an emerging professional so it is important for you to answer such questions thoughtfully.  You need to formulate a 1-2 year plan, 3-5 year plan, and 5-7 year plan.  You need to think about future projects, publication and presentation outlets, potential funding sources, possible individuals (inside and outside the department) with whom to collaborate, and necessary space, equipment, and personnel.
· Tell us about your publication plans for your most recent work.

· Have you submitted your work for presentation at any conferences?

· What are your short-term research plans?

· What are your long-term research plans?

· What equipment will you need to accomplish your plans?

· Will you require research assistants?

· How will you find funding for your research plans?

· Are you expecting the department to provide lab start-up funds?

· What are your other research interests?

· How do you plan to involve students in your research?
· Do you see yourself doing collaborative research?  What kind?  With whom?
Teaching: Even if you are interviewing at a research institution, you need to be prepared to answer questions about your teaching.  You will likely be asked about your past teaching experiences and future teaching possibilities.  Regarding the past – be prepared to discuss the topics and populations you have taught, your teaching philosophy and methods, your strengths and weaknesses as a teacher, and feedback you have received from students and supervisors.  Regarding the future – be ready to articulate what classes you really want to teach, what classes you are willing to teach, and how you can adapt what you learned from past teaching experiences to future teaching experiences (especially if you will be teaching different grade levels or different class sizes than before).
· How would you teach a course in ____?

· What texts would you choose for ____ course?

· Which of our existing courses are you most interested in teaching?

· What new courses are you interested in developing?

· What is your teaching philosophy?
· What teaching methods do you use?
· What constitutes a good teacher?

· How do you define teaching effectiveness?  How do you evaluate it?
· What have you learned from your teaching evaluations?
· How do student characteristics impact teaching and learning?

· What do you most like about teaching?
· What is your favorite teaching experience thus far?
· In what ways do you still need to grow as a teacher?
· What was your worst teaching mistake?  What did you learn from it?
· What is an ideal class size for you?

· What is an ideal course load for you?
· How does your research influence your teaching?
· How do you think teaching undergrads is different than teaching grad students?
· How is teaching majors different than teaching non-majors?
· How do you evaluate student learning?  What are your grading policies?
· How do you use technology in your teaching?
· How do you motivate / engage students?

· How do you encourage critical thinking?

Service:  Every department has a service requirement but the types of service expected and the degree to which faculty members must engage in service varies widely among disciplines, departments, and universities.  Search committees will likely want to gauge your attitude about service and ascertain the types of service activities that most interest you.
· What types of staff / faculty committees interest you?
· What types of student groups / committees / activities would you like to sponsor or be involved with?

· What type of supervisory relationship would you like to have with students?

· How important is service to you, as compared to teaching and research?
Institution & Department:  Search committees want to make sure the people they hire are going to be happy in their department and at their institution.  It is not in anybody’s interest for a candidate who really wants to do research to get hired by a teaching-focused school.  Likewise, committees representing departments that only serve undergraduates do not want to hire candidates that really want to teach graduate students.  Because committees want to make sure you are a good fit, they will ask you questions about how you see yourself in their department, university, and city.
· How do you feel about teaching only undergraduate / graduate students?

· How do you feel about teaching at an institution affiliated with ____ religion?

· How do your values coincide with the values of this institution?

· How do you feel about living in ____?

· Why do you want to teach here?
· What most excites you about our department?

· What reservations do you have about this position / department / institution?

· How long would you plan to stay here? 

· Where do you see yourself in 10 years, 20 years?
· How do you feel about teaching in the evenings?

· What do you think about teaching older students?

· How do you feel about collaborating closely with other faculty in the department?
· Give an example of when you contributed to a teamwork environment.
· What unique strengths would you contribute to this department?
· What makes you think you could earn tenure here?

· What professional criticisms have you received recently?  How might they impede your potential for tenure?
· What professional accomplishment makes you the most proud?
Personal Characteristics:  While search committee members are interested in your research potential and teaching skills, they are also interested in you as a colleague.  They want to know what it will be like to work in the office next to you for an indefinite number of years.  They want to know what it will be like to serve on various committees with you.  Therefore, you can expect a few questions about you as a person.  Be careful that you only divulge personal information you are comfortable divulging.  Legally, you do not have to tell any search committee your age, marital status, parenting status, sexual orientation, political affiliation, religious preferences, etc.  If you are asked a question that you do not feel comfortable answering, try to figure out the underlying question (i.e. Can you fulfill the responsibilities of this job?) and answer it, rather than directly answering the question that was asked.

· What are your non-academic interests?

· How would you describe your sense of humor?

· Why are you interested in this field of study?

· Why did you decide to pursue a position in academia?

· What other career paths have you considered?

· How would you describe your doctoral program?
· What are your personal strengths and weaknesses?

· Where else are you interviewing?
Prepare for Interviews – Asking Questions

While search committees are interested in learning about you, they are usually genuinely curious to know what questions you have for them.  It is important to have questions prepared.  However, you want to ask questions that demonstrate you have done your research on their department and school – don’t ask questions that are answered on the front page of their website.  Many types of questions are appropriate but you should try to avoid questions about salary, retirement, and sensitive departmental politics.  
Research: 
· What financial resources are available to start a research program?

· Are funds available to hire research assistants to help with data collection and analysis?
· How interested are students in becoming involved in research with faculty?

· What are the expectations about new faculty securing outside funding?

· What departmental funds are available for attending conferences?

· What are the library resources like here?
· Are their campus resources to assist with grant-writing?

Teaching:
· Do professors have teaching assistants to help with grading?

· Can I teach in the summer?

· What is the course load the first year on the job, as compared to subsequent years?

· What courses will I likely teach?
· What technical support is available in classrooms?
Service:

· What are the expectations regarding service activities (types & hours)?
· In what types of services activities do current faculty members participate?

· How active are faculty members in professional associations?

Institution & Department:
· Why do you have positions open in this department?

· Why are you looking for somebody with ____ specialty?

· What facilities and equipment are available for new faculty?
· Describe the review process for new faculty.
· Describe the tenure process here.

· What are the expectations for research, teaching, service, and advising?

· What constitutes a great faculty member in this department?

· Describe a typical week for faculty members here.
· Where do you see the department (or institution) heading in the next 5 years?
· What do you consider to be the department’s greatest strengths?

· What is the most rewarding part of being a professor here?

· What are the department’s greatest weaknesses?  What are you doing to improve upon them?

· What do you anticipate being the biggest challenge for new faculty in this department?

· Do you have an official mentoring program for junior faculty?

· How would you describe relationships among faculty members in this department?

· How would you describe relationships between students and faculty members?

· Describe a typical undergraduate / graduate student in this department.
· How is this department perceived within the university?

· How is the university perceived in the community?
· What is it like to live in this community?
Personal & Logistics:
· When will I hear from you regarding this position?

· What could you do to help my spouse / partner find a position?

· What types of ____ activities are available in the community?
Prepare for Interviews – Logistics

Make sure your email account is not full.  Try to make your filter minimally sensitive and be sure to check your “junk” folders so you are certain to receive emails from schools to which you are applying.  Make sure your answering machine is working properly and has a professional greeting recorded on it.  Keep a pad of paper, a writing utensil, and a list of questions by your phone so you are prepared to schedule interviews over the phone.
If you do not already have professional clothing, buy some before you are invited to interview.  If a school does not give you much lead time before scheduled interviews, you want to spend your time preparing for the interview, not shopping for clothes.  When selecting clothes, remember that you will likely be standing, sitting, getting in and out of cars, going to dinner, walking around campus, etc. so you need to select outfits that are comfortable, versatile, and modest.  If you purchase new clothes or shoes, be sure to break them in before your interview.
Conference Interviews
In many disciplines, preliminary faculty job interviews take place at major conferences.  This strategy provides institutions an economical way to meet with a large number of candidates in a short amount of time.  It is important that you know the dates of the major conventions in your discipline and find out how to participate in the interview activity.

As with any interview, the point of the conference interview is to assess your knowledge, professionalism, and fit with the department.  The conference interview usually consists of five parts.  The interviewers will usually ask about your teaching and research.  They will also likely discuss their department and assess your fit with it.  After you have discussed these three primary areas, the interviewers will typically ask if you have questions for them.  Finally, procedures for following up after the interview are usually discussed.  You need to be able to answer and ask questions in an energetic yet focused manner – despite likely interruptions.
Logistics

Conventions can be exciting yet overwhelming.  Likewise, the job interview process itself can be energizing yet draining.  Combining both of these things is a recipe for stress.  Therefore, it is essential to be mindful of logistics.

· Get your travel arrangements (flight, hotel, and rental car) taken care of in advance.  

· Choose accommodations conducive to prepping for interviews and unwinding.
· Do not schedule your interviews close together – you need to leave time for prepping, eating, traveling between different interview locations, and scheduling delays.

· Know the name under which a department’s interview room is registered.

· Have a public transportation schedule with you at all times.

· Have a map or directions indicating how to get from one hotel to another.

Materials
It is essential to bring a variety of documents to conferences, especially to conferences at which you know you will be interviewing.  Bring copies of your CV, dissertation abstract, published manuscripts, research statement, teaching statement, sample syllabi, etc.  It is also a good idea to bring your entire dissertation for your own reference.  Finally, make sure to bring blank paper and several writing utensils.  Because you will have a large amount of paperwork with you, it is a good idea to bring a professional looking briefcase or portfolio.  Be sure to carry all essential documents with you on the plane rather than placing them in your checked luggage.
Dress
Standards for dress vary according to discipline so you should check with somebody in your department.  However, the norm for both men and women seems to be outfits that require a jacket.  Generally, it is better to be dressed more formally than other candidates than it is to be dressed less formally than other candidates.  That being said, you need to wear comfortable clothes and shoes because you may be traveling between different hotels or other locations on foot.  Be sure to pack your interview clothes in your carry-on luggage.
Phone Interviews

After sifting through dozens of applications, search committees often invite several candidates to participate in screening interviews on the telephone.  Usually top candidates from the phone interview group are then invited for campus visits.  The content of a phone interview is much the same as the content of a conference interview.  You will need to talk about your research, teaching, and interest in the department.  Interviewers will also expect you to have questions for them.

There are several advantages to phone interviews, as compared to in-person interviews.  You can wear what makes you feel confident.  You can sit comfortably.  You can have your application materials in front of you so you can refer to them if necessary.  Finally, you can take notes.
Phone interviews also have disadvantages.  You do not get non-verbal feedback so it is often difficult to read how the interviewers are reacting to your answers.  Additionally, some departments do not have quality telephone systems so there might be an echo or a slight delay, or it may be difficult to hear everybody on the other side of the line.
General Guidelines

· Choose a quiet, interruption-free environment.

· If you have a cordless phone, make sure it is fully charged.

· Listen very carefully so you can hear as much as possible on the other end.

· Learn the names and voices of each interviewer and refer to them by name.

· Try not to talk over others.  Make sure others are done speaking before you speak.

· Ask for feedback (Does that answer your question?  Would you like me to say more?)

· Remember to keep your answers short.

· Maintain a strong and steady voice.
· Communicate energy.  Smile as you talk.
· Have your materials organized.  Avoid rustling through papers when answering questions.

Videoconferencing

Occasionally, departments may request to conduct interviews using videoconferencing technology.  This allows the search committee members to see you and vice versa so you will be able to read more non-verbal cues than with a phone interview.  However, there are several important things to consider about videoconference interviewing.  First, there is usually a time lag so you should pause after you are finished speaking so individuals on the other end have a chance to hear the end of your answers.  Second, try not to move too much because movements are exaggerated on camera.  Finally, try to set up the equipment so that there is a small box on your screen showing how you are being projected to the search committee.  The UW has videoconferencing equipment available for student use in two buildings.  To learn about the equipment in Kane Hall, visit: http://www.css.washington.edu/content/?STFEquipment.  To learn about the equipment in Denny Hall, visit: https://depts.washington.edu/llc/videoconferencing/request.php.
Electronic Records

Departments sometimes request to create a permanent electronic record of your job interview using an audiotape or videotape.  This provides faculty members who are not able to participate in your interview the opportunity to participate in the selection process.  Electronic records also allow all faculty members to review select candidates’ interviews when making their final hiring decisions.  If a search committee asks you if they can record your interview, you should probably allow them to do so unless you have a good reason to deny their request.
Campus Visits
Campus visits are usually reserved for the top 1-5 candidates.  The campus visit is your opportunity to demonstrate your fit with the department and your opportunity to honestly assess your desire to work at the institution.  Campus visits usually last 1-3 days, with the days starting early and ending late.  Campus visits usually consist of several elements.  
Elements

Interviews:  Candidates invited for campus visits will sit through traditional job interviews with faculty members.  The questions asked of you in these interviews will be much the same as questions asked of you in screening interviews but you will be expected to talk about your research and teaching in more detail.  You may meet individually with several different faculty members or meet with several professors at the same time.  For more information about preparing for interviews, see the first section of this guidebook.
Presentations:  Perhaps the two most important aspects of the campus visit are the job talk and the teaching demonstration.  The job talk usually consists of 30-40 minutes of presenting, 20-30 minutes of questions, and an informal reception (where the questioning continues).  The teaching demonstration may range from you guest-lecturing in a real class to you teaching a topic of your choice to a random group of students and faculty.  See the next two pages for more information.
Meetings:  You will likely meet with the program head, department chair, and/or dean.  These individuals will have questions for you about your scholarship and interest in their institution.  However, they will also likely tell you various pieces of information about their institution in an effort to recruit you.  You may also meet with a representative from the human resources department or faculty union so you can learn about benefits such as health insurance, disability insurance, and pension plans.  Try to avoid asking about retirement and salary during these meetings but be prepared to discuss these issues if mentioned by others.
Meals:  Campus visits invariably include multiple meals with various groups.  The setting can include nice restaurants, department conference rooms, or faculty members’ homes.  Usually candidates will have a meal (or meeting) with students, without faculty members present.  Students want candidates to talk some about themselves but also seem interested in learning about the students and department.  Candidates often share a meal with junior faculty; this gives candidates the chance to assess what it is like as an assistant professor in the department.  At some point during the visit, candidates will likely eat with the entire faculty.  Conversation at meals with faculty may focus on your scholarship, departmental information, or professional gossip.  To prepare for dinner meetings, attend the yearly etiquette dinner sponsored by the UW Center for Career Services, Student Activities and Union Facilities, and Office of the Vice President for Student Affairs.
Tours:  Search committee members often take candidates on a tour of the campus, with a probable stop at the library.  They usually accompany candidates on a tour of the town as well.  Some departments may even arrange a meeting for you with a real estate agent.
Preparing Your Teaching Demonstration

You may be asked to demonstrate your teaching skills, especially at teaching-focused schools.  Sometimes faculty will ask you to guest-lecture in one of their actual classes.  If this is the case, listen very carefully to the instructions and ask clarifying questions.  You need to know the course title, class size, grade level, room details, and length of time you are expected to teach.  You should know whether you are expected to lecture, lead a discussion, or both.  You should also ask for a copy of the course syllabus so you know what text is being used, what material has already been covered, and what material comes after your presentation.  Be sure to ask whether you are supposed to teach the specific topic indicated in the syllabus for the day of your visit or if you can choose a different topic related to the course.  
At other institutions, you may be asked to prepare a class and present it to a random group of students, staff, and faculty.  Again, if you are asked to do this, you should be clear on the expectations.  Who is invited to attend?  What level of knowledge will audience members have about your topic?  Will you be videotaped?  How long is your presentation?  Can you select any topic?  What technology will be available?  

Below are some suggestions for preparing for both types of teaching demonstrations.
· Be clear about expectations.

· Be prepared for anything.

· Use techniques and technology with which you are familiar.

· Have visual aids such as handouts or slides.

· Have some discussion questions prepared.

· Reserve necessary equipment.

· Realize that both your knowledge and presentation skills are being assessed.

· Practice your teaching demonstration multiple times.

Preparing Your Job Talk
The job talk is an important element of the campus visit.  Typically, the job talk is a time late in the day for you to present your research to interested faculty and students.  The job talk is also your chance to demonstrate your presentation skills and ability to think on your feet.  If you have just recently finished school, you should probably discuss your dissertation.  If you have been out of school for a few years, you should probably discuss more recent work.  If you are not clear about what you are expected to present, ask.  It is also a good idea to ask about the anticipated audience and the room arrangement because these are cues about what is expected of you.

As discussed earlier, the job talk almost always includes a formal presentation time and a time for questions.  Be sure to know how long you are supposed to talk and then do not talk any longer than the allotted time.  Unless otherwise specified, gear your talk towards intelligent people who are familiar with your general discipline but likely do not have detailed knowledge about your specialty.  Similarly, be prepared to answer questions of varying difficulty levels.  If somebody asks a question that you do not understand, take a moment to think or ask for clarification.  
When developing your job talk, consider the structure.  You need to present your information in an organized manner.  Even though your talk will be 30-40 minutes, the audience members will probably only remember a few key points.  Figure out what it is you really want them to remember – and then say it in several different ways at several different times throughout your job talk.  An effective strategy for presenting your job talk is to tell them what you’re going to tell them, then actually tell them, then summarize what you told them.  Giving an agenda at the beginning of your talk and placing your work in a broader context will help audience members better understand you.  
Many people find that visual aids help them keep on track.  Furthermore, using various types of media during your job talk implies you are comfortable using media in the classroom.  Consider using handouts, PowerPoint slides, overhead transparencies, etc.  If you use technology, consider the following suggestions.  Be sure to reserve any necessary equipment.  Use slides sparingly and do not have too many words on each slide.  Make sure the slides and handouts look professional.  Consider having a few extra slides on hand to show during the discussion section when asked relevant questions.  Talk to the audience, not the equipment.  Finally, if you plan to use computer equipment, take a back-up mode of presentation, such as overheads, in case there is a technical problem.
Because the job talk is such a crucial aspect of the campus visit, you should start thinking about your job talk as soon as you mail your applications.  You should practice multiple times before the real thing.  Ask colleagues if you can present your job talk to them – have them ask difficult questions and give you feedback about the content and style of your presentation.  Also, try to attend the job talks of candidates interviewing in various departments at your institution so you have an idea what to expect.

General Suggestions for Campus Visits
· Do your research about the institution, department, and faculty prior to your visit.  
· Anticipate potential questions and practice answering them in front of others.
· Create a list of questions you want to ask various individuals or groups.

· Be prepared to offer 10 second and 1, 10, and 30 minute versions of your research.

· Try to engage people, to develop relationships.

· Be ready for the unexpected.
· Be natural, cautious, diplomatic, polite, and energetic throughout your visit.

· Try not to overindulge (in food or alcohol) at meals or receptions.

· Always be aware of cues others give you regarding norms and expectations.

· Be sure to set several alarms so you don’t sleep through your appointments.

· Try not to drink too much liquid throughout the day.
Packing
Because your visit schedule likely will not allow much time for error, be sure to pack all important documents, such as your job talk notes, in your carry-on luggage.  Similarly, pack important clothing items, personal items, and medication in your carry-on luggage.  In addition to the normal suitcase contents, consider packing:

Professional:
· Updated copy of CV

· Cover letter
· Syllabi from courses you’ve taught

· Draft syllabi for proposed courses

· Teaching philosophy

· Summary of teaching evaluations

· Dissertation abstract

· Dissertation

· Publications

· Research plan

· Job talk saved in at least two electronic formats (jump drive, CD, email, etc.)

· Job talk transparencies (in case computer doesn’t work)

· Job talk handouts 
· Pad of paper and pens

· Information about institution / department / position / faculty

Personal:

· Portable high-energy food you can quickly eat between meetings

· Umbrella and other items for inclement weather

· Casual clothes for exploring the city on your own

· Breath mints
· Watch
· Alarm clock 
Travel Arrangements

Try to arrive by afternoon of the day prior to your interview.  This will allow you some time to prep, eat a good meal, relax, and sleep.  Departments generally pay for candidates’ travel arrangements.  However, below are some clarifying questions you should ask.
· Who is responsible for making the travel arrangements?
· Who is responsible for paying for the travel arrangements?

· What documents do I need to be reimbursed for my expenses?

· Will somebody pick me up at the airport and transport me during my visit?

· When will I receive my agenda?  Can I have one prior to my arrival?
Thank You Notes

After you interview for a position, send brief thank you notes to the department chair and other individuals with whom you spent significant time on an individual basis, such as search committee members and deans.  It is not necessary to send thank you notes to individuals with whom you only interacted for a few minutes or in a group setting.  Whenever possible, send individual thank you notes rather than sending one letter and addressing it to the entire search committee or department faculty roster.  If you promised to send additional information such as extra copies of your publications or teaching evaluations, be sure to send them with your thank you notes.  Also, if you paid for the trip and will be reimbursed by the department, send your receipts and other necessary documentation with your thank you notes.
Thank you notes should be sent within 48 hours of your interview.  They should be concise, sincere, and positive.  Generally, thank you letters for faculty positions should be in business letter format.  In your thank you letter, express your appreciation for the interview, confirm your interest in the position, briefly restate the reasons you match well to the position, and provide contact information for following up.
Negotiations
A period of waiting usually follows the interview.  If you were the final interview candidate, you may hear something about your fate relatively soon.  On the other hand, if you were the first of five candidates to participate in campus visits, you may wait weeks to hear something.  If you have not already done so, take time during the waiting period to gather financial information about the department, university, and city.  Then, when you get some news, you can proceed to the negotiating and finalizing stages.  
Gathering Information

It is generally a good idea to ascertain some financial information before going to an interview so you can appropriately address the topic if somebody else brings it up.  Additionally, knowing probable salary and cost of living will help you evaluate whether or not you want to accept an interview invitation or job offer.  There are several ways to find information on salaries.  If you are applying to public institutions, you should be able to find staff and faculty salary information in the campus library.  You can also ask faculty or recent alumni from your department what they think would be a reasonable salary for you.  Another way to learn faculty salaries across the nation is to purchase the Faculty Compensation Survey from the American Association of University Professors (http://www.aaup.org/).  Finally, some disciplines publicize average faculty salaries on the websites of professional organizations.  Information on salaries is most helpful if you also have information about cost of living.  An easy way to figure out the standard of living is the Salary Calculator (http://www.homefair.com/homefair/calc/salcalc.html).  Keep in mind, however, that academic salaries are usually based on national, not local, considerations.  Thus, while you will likely get a somewhat higher salary in a high cost of living area than in a lower cost of living area, it generally will not match the difference in actual cost of living.  Other factors to look for in high cost of living areas are housing loan programs or university-owned faculty housing.
Getting the News
After a period of waiting, you will get some news.  The news can be negative, neutral, or positive.  Rejections typically come by mail.  Generally, departments will not provide you with feedback as to why your application was rejected.

When you learn you are no longer being considered for a position, take some time to process how you feel about it.  The job search process is a big deal so you should remember to take care of yourself.  Try not to take rejections too personally; usually it comes down to a matter of fit or personal connections. 

The second type of news is neutral - departments may tell you they are still interested in you but have made an offer to another candidate.  Similarly, no news usually means you are still being considered as the second or third choice but the first choice has not accepted or rejected the offer.  

The third type of news is the best – you receive an offer!  Offers tend to come by telephone.  When you receive an offer, take a deep breath, express appreciation and enthusiasm, and ask for some time to consider the offer.  Try to remain calm and professional while on the phone – save the jumping up and down until after you get off the phone.  Never accept a job offer on the spot – even if you are overjoyed and anticipate accepting the position.  You need time to collect your thoughts, process your emotions, clarify the terms of the offer, evaluate the offer from multiple angles, and make a final decision.  Request that a written copy of the offer be mailed or faxed to you.  

Most departments will allow you one or two weeks to make a decision.  If you need more time, you can try to negotiate some additional time.   If you receive an offer before you’ve heard from your top choice, feel free to call your top choice to ask about the status of the selection process and of your application in particular.  If your top choice then asks you details about your other offer(s), be forthright and professional.  Having an offer sometimes makes you more desirable to other schools and may enable you to negotiate a better package.  However, you should not actively play one institution against another and you should never fake an offer.
If you do not intend to accept an offer, either because you decided you do not like the position or because you have accepted another offer, let the search chair know as soon as possible so he/she can offer the position to the runner-up.   Be sure to thank the department for its time, interest, and offer. 
Negotiating

Always negotiate!  If a search committee extends an offer to you, they consider you to be the best candidate and they want you!  The balance of power shifts in your favor and you will likely never be in a better position to get what you want.  If you don’t negotiate now, the opportunity is lost.  Many individuals feel scared to negotiate or feel nervous about coming across as greedy so they avoid negotiating and accept the offer as is.  If you are anxious about the negotiation process, realize that departments expect you to negotiate and they often craft their offers on the assumption that you will negotiate.  Below are some basic tips about negotiating.

· Remember that the way in which you negotiate sets the stage for future interactions with your colleagues – you do not want them to think you are a total pushover or an overbearing jerk.  

· Be professional, courteous, ethical, and firm.

· Be willing to compromise and accept no as an answer.

· Frame your requests in terms of what you need to be maximally successful and productive at the institution, rather than framing your requests in terms of your personal desires.

· Strive for a win-win situation.

· Do not assume anything.  Ask questions.  Be specific.

· Practice your negotiation skills and consult with individuals in your academic department.

You need to evaluate many aspects of an offer before accepting it so you know what you’re getting yourself into.  Similarly, you are encouraged to negotiate in several different areas – not just salary.  The overarching question you should ask yourself is, “What do I need to be happy, be productive, and get tenure?”  Try not to get so wrapped up in the idea of having a paycheck that you forget to think about other things – in the present and future.  Don’t hesitate to ask questions because requesting information indicates confidence, professionalism, and thoroughness.  

On the other hand, remember to “pick your battles” – prioritize what’s important and only negotiate the things about which you feel strongly.  It’s best to limit the number of counteroffers and requests for information so the department chair doesn’t have to repeatedly approach the dean.  Be able to describe your requests explicitly, concretely, and concisely.  Below are some examples of issues you should be clear about prior to accepting an offer.
Salary:  Individuals most commonly associate the word negotiation with salary.  After living the graduate school life, you will probably be happy to get an offer that pushes you above the poverty line.  Even so, you should always ask for more money than is originally offered to you.  Some departments offer a lower salary than they are willing to give because they expect candidates to negotiate and they want candidates to feel success in the negotiation process.  A few extra thousand dollars may be critical to you so don’t feel shy about asking for a higher salary.  Keep in mind that your starting salary has a big impact on your overall lifetime earnings because raises are calculated from your base salary. Because of this, an extra thousand dollars in permanent salary will mean more to you in the long run than an extra month of summer salary for one year only.  On the flip side, you should realize that salaries are sometimes fixed within a university and beyond the control of the department chairs or deans.  Below are some questions you should consider related to salary.
· What is the starting salary?

· Can you have a higher starting salary?

· What is the length of the contract?

· Can the paychecks be spread over twelve months?

· What is the recent history of annual salary increases?

· What is the likelihood of getting summer support through teaching, university grants, etc?

· Can you get an advance on your first paycheck?

Relocation & Housing:  Moving across the state, region, or country is expensive.  Determine what it will cost to move, ask if the institution will pay for all or some of your moving expenses, and then figure out the procedures.   Be sure to save all of your receipts.  Ask if the institution will pay for you (and your partner) to make a house-hunting visit.  Ask about university-subsidized housing developments, temporary housing available to new faculty, realtors, and university support in the house-hunting process.
Health & Retirement:  What are the premiums, deductibles, and co-pays?  Does health insurance include eye care and mental health care?  Are your dependents eligible for health insurance?  When does the health plan take effect and is this negotiable?  What dental and orthodontia benefits are provided and what do they cost?  What are the long-term disability policies?  What type of retirement and life insurance plans are available and when do these benefits begin?
Office & Supplies:  What size is your office?  Do you have a private office?  Where is the office located?  Do you have a window?  Can you order new furniture, carpet, paint?  What computer equipment is included in your office?  Can you order a new computer, printer, software, etc?  What office supplies are provided by the department?  What access will you have to photocopiers, faxes, long-distance phone privileges, etc?  
Research & Lab:  What start-up funds are available for research programs?  How many years are new professors eligible for start-up funds?  How soon does the institution expect you to fund your own lab?  What campus resources are available to help you apply for grants?  What lab space is available?  What equipment, furniture, utilities, computers, etc. come with the lab space?  Are you guaranteed the lab space for an indefinite amount of time?
Teaching & Advising:  How many courses and credits will you be teaching each term?  How long do new faculty members get a course reduction?  How many new course preparations will you have the first few years?  Will you have the opportunity to develop new courses?  Can you stack your teaching load so you have terms with no teaching?  Under what circumstances are teaching loads reduced?  How will your teaching be evaluated?  How many office hours do faculty members hold?  How many theses and dissertations might you supervise?  How many students are you expected to advise and how quickly must you reach a full advising load?

Service:  What type of service is valued?  How many committees and projects are you expected to be involved with?  Can you get credit, relief, or a shift in assignments for taking on significant service responsibilities?  How do different types of service activities count in the tenure process?  How do service requirements differ between untenured and tenured faculty?
Student & Staff Support:  Are departmental funds available to hire teaching and/or research assistants?  Are you guaranteed funds to hire teaching and/or research assistants or do you have to compete with other faculty members for these resources?  How soon will you be expected to pay for your own research assistants out of grant money?  Are teaching and research assistants assigned or do you select them?  What responsibilities do teaching and research assistants usually assume?  What kind of secretarial support is provided?  Will you have a formal mentor?  Who will your mentor be?  Will there be an orientation for new faculty?
Professional Development:  How much money can you spend on books for your office?  Will the library purchase books or subscribe to journals at your request?  How much money is available for you to attend conferences?  Is conference money dependent on whether you present?  Are sabbaticals available and are there restrictions on how sabbaticals can be used?  If you will be finishing your dissertation during the first few months, what kind of support will you receive to ensure its completion?
Partner & Family:  Will the institution find a job for your academic partner?  What career-placement assistance is available for your non-academic partner?  Will your partner or children receive tuition support?  Does the institution have a “domestic partner” policy?  Can your family access campus facilities such as libraries and fitness centers?  Does the university provide on-site daycare or subsidize daycare in the community?  What are the family-leave policies – and do they include men, cover adoption, and address elder care?  How long does the tenure clock stop for pregnancy and childbirth?  Who takes care of finding your teaching replacements?
Timing:  When does your contract begin?  When are you expected to arrive on campus?  Will your office be ready when you arrive?  Can you delay your start date for one term?  What is the schedule for the academic year?  When are faculty members expected to be available on campus?
Other Logistics:  If your appointment is split between two departments or involves other responsibilities such as administration, outreach, or clinic coordination, be sure to have the details of your appointment specified in writing.  What department is your home in terms of tenure?  How will you be evaluated?  How will your teaching, service, and research requirements be adjusted?  Where will your office be or will you have more than one office?  

Finalizing

Do not rely on the word of the department chair or dean.  Get the final offer in writing!  When you receive the official offer letter, make sure it agrees with what was discussed during the negotiation process.  Also, make sure the letter describes the review cycle and states the year in which your tenure review will take place.  If the department has promised to help your partner find a job, make sure the specific types of help are written in your contract or delay signing your contract until your partner has an offer too.

If the letter contains inaccurate information or is missing vital items, call the department chair and have a new letter issued.  If you agree to the terms, sign the letter, make a copy of it, and promptly return the original.  Do not consider yourself hired until a written document has been signed by you and an appropriate person at your new workplace.
Take a deep breath.  Congratulate yourself for making it through graduate school and the academic job search process.  Celebrate!  Thank the people who supported you in your job search.
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