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EXTERNAL COMMUNICATION AND RECRUITMENT STRATEGIES 
Section 46a-68-80 

This section was found to be in compliance in the previous filing with the following 
proposal/recommendation from the CHRO Reviewer: 

“In future filings, submit only the SBE/MBE quarterly reports that are required by the 
Contract Compliance Statute.” 

Action: The Affirmative Action Specialist is in full agreement with the recommendation 
and will in all future filings only provide the SBE/MBE quarterly reports that are required 
by the Contract Compliance Statute. 

The Contract Compliance Small and Minority Business Utilization reports immediately 
follow this narrative.   

Subsection (a) 

UConn Health has developed means of recruiting goal candidates for current positions. 

1) During this Plan year, UConn Health continued to evaluate and modify its
recruitment and hiring procedures.  This was done in recognition that many of its
affirmative action goals can only be realized if the selection procedure
successfully supports the institution’s efforts to hire and promote affirmatively.
The employment application process and the required forms are identified on the
Human Resources (HR) website.

The Human Resources Talent Acquisition Unit works with hiring managers to
ensure the best strategies for recruitment are utilized to achieve a more diverse
workforce.  All efforts to recruit qualified goal applicants are documented by
Human Resources in the iGreentree system and are reviewed prior to any offer of
employment to ensure that good faith efforts have been made in the recruitment
process.

2) All job openings are posted on the UConn Health’s website; printed copies are
posted on various bulletin boards and e-mailed to the collective bargaining units
by the Human Resources Department.  Walk-in applicants can use a computer in
the HR reception area to access the website to view and apply for open positions.
Both the online and printed postings have a description of the vacancy, minimum
education and experience requirements and the beginning salary level.  Human
Resources website also provides a link to the Department of Administrative
Services (DAS) state employment page.

https://health.uconn.edu/human-resources/services/employment-services/employment-application-process/
https://jobs.uchc.edu/CSS_External/CSSPage_Welcome.asp
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3) The Human Resources department receives numerous phone calls daily regarding 
employment in all areas of UConn Health.  All HR staff has the knowledge and 
ability to provide information to callers regarding how to apply for positions at 
UConn Health as well as other state agencies. 
 

4) All Faculty and Director and above positions are required to have formal search 
committees and to develop detailed strategies for the recruitment of qualified goal 
applicants.  Some of these strategies included identifying networking activities 
such as national meetings and contacting colleagues at other institutions to 
identify candidates interested in UConn Health positions.  A resource web page is 
located on the OIE website to provide search committees with information about 
search committee responsibilities for recruitment, evaluation, candidate 
recommendation, affirmative action and equal employment opportunity 
requirements.  Exhibit # 1 
 

Subsection (b) 
 
The University has put itself on public record as an Affirmative Action and Equal 
Employment Opportunity Employer.  Consistent with that posture: 
 

1) Written expression of UConn Health’s commitment to affirmative action and 
notice of job availability are sent regularly to recruiting sources and organizations, 
which are capable of referring qualified applicants for employment.  All job 
postings and advertisements include a statement that UConn Health is an Equal 
Employment Opportunity/Affirmative Action Employer. The statement is also 
included on job postings on the website where applicants apply for current 
positions.  Exhibit # 2 
 

2) Notice that UConn Health is an affirmative action and equal employment 
opportunity employer was sent to all unions that represent agency employees for 
collective bargaining purposes. This notice, sent to the contacts at the bargaining 
units represented at UConn Health, contained an invitation to review and 
comment upon UConn Health’s Affirmative Action Plan and copies of all 
affirmative action/equal employment related policies.  A sample along with the 
list of unions is included in Exhibit # 3. 

 
Subsection (c)    
 
UConn Health initiates and undertakes vigorous, positive relationship-building activities 
to ensure that affirmative action is more than a paper commitment.  UConn Health has 
worked to secure ongoing relationships and develop additional recruiting sources while 
cultivating outreach recruitment programs and maintaining contact with protected class 
members and resource agencies. Consistent with that effort: 
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1) UConn Health’s recruitment activities included posting ads via social media, 
postings ads at conferences; utilizing member-directed networks and affinity 
groups; occupational related magazines, professional journals, publications and 
web pages of associations.  Exhibit # 4 includes a list of recruitment sources that 
were utilized and samples of the advertisements.  

 
2) UConn Health actively encouraged search committees to engage in proactive and 

non-traditional recruiting to target goal applicants.  Specifically, search 
committees are encouraged to recruit amongst existing professional networks as 
well as research new recruiting sources they may not have traditionally 
considered. A high emphasis is placed on direct professional networking and 
recruiting of promising applicants, particularly those from goal applicant 
populations.  Hiring managers are asked about their contacts, membership with 
professional organizations, organizations addressing women’s issues, minority 
group issues, or any other related organizations in an effort to broaden UConn 
Health’s recruitment sources. 

 
3) UConn Health’s Office of Health Career Opportunity Programs’ top priority for 

the Schools of Medicine and Dental Medicine is to recruit and retain students 
from diverse groups who are underrepresented in American health care 
professions.  The Office actively recruits underrepresented medical and dental 
students and supports those who are enrolled throughout the academic year.  This 
program continues to be a source of applicants for vacancies at UConn Health.  
For information concerning the program, please see Exhibit # 5. 

 

During the Affirmative Action Plan reporting period, the UConn Health successfully 
achieved a number of its goals in many of the categories/classifications, thereby 
upholding its commitment toward achieving parity in the workforce.  UConn Health 
supports affirmative action and diversity in the workplace and actively seeks applicants 
from all sectors of the population, and takes seriously the commitment to develop a 
workforce that reflects the diversity of the client population it serves. 
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Guidelines for Search Committees 

Search committees play a vital role in recruiting, evaluating, and recommending the most 
qualified candidates for employment by UConn Health.  Search committee members are often 
the first employees that a candidate will meet.  Each member has an opportunity to represent 
UConn Health as a diverse and welcoming community while carrying out the search in 
accordance with University policies and procedures.   

At any point in the process, the Office of Institutional Equity (OIE) is available for consultation, 
to answer questions and discuss specific situations, and offer recommendations and search 
committee training.  Please contact OIE’s Search Compliance Team at 860-679-3563, for any 
assistance you may need.   

Composition of the Search Committee 

The hiring manager may appoint either the search committee chair who is charged with 
selecting the committee members, or both the chair and the remaining members of the 
committee.  The structure of search committees will vary among departments, offices, schools 
and colleges, depending upon the position to be filled.  The composition of a search committee 
is key to a broad and inclusive search and the committee should: 

 Include individuals with different backgrounds, perspectives, and expertise.
 Include individuals with knowledge of the substantive area and the technical

expertise to effectively evaluate candidates’ qualifications.
 Represent a diverse cross section of the University population, including

members with a demonstrated commitment to diversity.
 Include appropriate stakeholders such as peers of the new hire, supervisors, and

those with similar positions.

Committee Membership 

A search committee member cannot serve on a search committee when he/she is also an 
applicant for the position.  In the event that a search committee member is well acquainted 
with or has a conflict of interest regarding an applicant, the member must: 

 Notify the search chair and the committee of the nature of the relationship; and
 Recuse him/herself from the entire committee if unable to perform an objective

and equitable review of all candidates; or
 Recuse him/herself from the evaluation and interview of only the known

applicant, with the agreement of the chair and committee

Any questions regarding specific conflict situations should be directed to OIE for further 
guidance. 

http://oie.uconn.edu/
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Committee Responsibilities 

A search committee is responsible for writing the job description and qualifications, recruiting 
for the position, evaluating applicants, participating in the interview process, and 
recommending finalists.  Members should be available to participate fully and consistently in 
the entire process and to perform duties as assigned by the search chair.  

Confidentiality 

Members of a search committee need to maintain a strict level of confidentiality to protect the 
privacy of the candidates and to preserve the integrity of the search process.  It is each 
committee member’s responsibility not to discuss any details of the search with non-committee 
members.  All public comments should be made exclusively by the search chair, in consultation 
with University Communications.   

Written and electronic documentation pertaining to any given search may be subject to public 
record requests (Freedom of Information Act - FOIA) by candidates or other individuals.  
Requests may encompass committee member notes and e-mails.  It is important to be mindful 
of the possibility of FOIA requests during the search process.  Inquiries related to FOIA by 
candidates or committee members should be directed to the Office of Audit, Compliance, and 
Ethics at 860-679-4180.   

Recruitment 

Search committees are responsible for fulfilling UConn Health's requirement to demonstrate 
“good faith efforts” to diversify the applicant pool by proactively and aggressively recruiting for 
all open positions.  A recruitment plan should include strategies for attracting a diverse and 
qualified pool of applicants.  All search committee members should be actively engaged in 
executing the recruitment plan, including utilizing professional contacts, engaging in formal and 
informal networking, utilizing non-traditional advertising such as listservs and on-line 
publications, discussing the position among members of relevant membership in professional 
organizations, and attending conferences.   

Search committee members also should be aware of recruitment goals for the position in order 
to determine recruitment strategies and sources to attract applicants from these under-
represented race and gender groups.  Please bear in mind that the goals are for recruitment of 
a diverse applicant pool but play no role in candidate selection.   

All recruitment efforts need to be documented and provided to the search administrator.  

http://www.audit.uconn.edu/foi.htm
http://www.audit.uconn.edu/foi.htm
http://www.ode.uconn.edu/docs/Recruitment%20Goals%202012%20website.pdf
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Applicant Evaluation 

Committee members may only use the published minimum and preferred qualifications for the 
position in evaluating application materials.  Members should discuss and agree on the criteria 
to be used in evaluating each qualification prior to reviewing application materials.  All 
applicants must be objectively screened against the same criteria.   

While there is no standard screening method, a search matrix can be a useful tool in objectively 
assessing applicants’ qualifications.  Matrices can be as simple or complex as the committee 
members deem necessary to effectively evaluate the applicants.  

There is no rule regarding the number of candidates a search committee must interview.  Only 
candidates meeting or exceeding minimum qualifications should be ranked "Interview".  
Interview candidates must be selected without regard to race or gender – again recruitment 
goals are in reference to the diversity of the candidate pool but play no role in candidate 
selection.   

Unconscious Bias and Assumptions in Candidate Evaluation1 

The evaluation of applicants should be objective and equitable, based solely on the 
qualifications in the job description/advertisement and the quality of the application materials.  
Research in this area has demonstrated that every person brings a lifetime of experience and 
cultural history that shapes their perspectives as related to candidate selection.     

Good practices to counterbalance the effects of inherent bias include: 
 Learning about research on biases and assumptions and striving to minimize their

influence on the evaluation of candidates.
 Developing criteria for evaluating candidates and applying them consistently to all

applicants
 Spending sufficient time evaluating each applicant
 Evaluating each candidate’s entire application and not depending too heavily on

only one element, such as the prestige of the degree-granting institution or post-
doctoral program or the letters of recommendation.

 Explaining the decision for rejecting or retaining a candidate based on evidence in
the candidate’s file as related to the qualifications

 Periodically evaluating the committee’s decisions to consider whether qualified
women and underrepresented groups are included and whether evaluation biases
and assumptions are influencing decisions.

The following links provide more information related to inherent bias: 

1 Based on Searching for Excellence & Diversity:  A Guide for Search Committee Chairs, a guide developed by the 
Women in Science & Engineering Leadership Institute (WISELI) at the University of Wisconsin Madison. 

http://hr.uconn.edu/faculty/plan/qualifications.html
http://hr.uconn.edu/faculty/plan/applicant_evaluation.html
http://hr.uconn.edu/faculty/docs/sample_faculty_matrix.xls
http://www.ode.uconn.edu/docs/Bias%20Presentation.pptx
http://wiseli.engr.wisc.edu/
http://wiseli.engr.wisc.edu/
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http://wiseli.engr.wisc.edu/docs/BiasBrochure_2ndEd.pdf 
http://wiseli.engr.wisc.edu/docs/Present_HERC_2011.pdf 
http://www.nber.org/digest/sep03/w9873.html 
http://www.nber.org/papers/w9873 

Interviews 

Before inviting candidates for interview, all appropriate documentation regarding initial 
candidate rankings must be completed.  the committee may go through as many rounds of 
interviews as necessary to identify the selected candidate.  It is important, however, to be 
consistent during the interview rounds.  For example, if your first round of interviews is 
conducted via telephone or Skype, conduct all interviews via telephone or Skype regardless of 
the geography of any given candidate, (yes, even if one of your candidates is in state or on 
campus).  After the first round, if you move to on-campus interviews, interview every 
candidate on campus.   

All members of the committee should participate in all interviews to ensure fair and consistent 
evaluation of each applicant.  Prior to conducting any interview, all search committee 
members should discuss the objective(s) of the interview, the main topics or areas to be 
covered during the interview, and the itinerary and arrangements for each candidate.  
Interview questions must be related to the job and essential to determining the candidate’s 
qualifications for the position.   

Committees should develop a core set of questions for all applicants that will elicit sufficient 
information to make an evaluation of the candidates’ qualifications and allow an equitable 
comparison of the candidates.  To ensure equity, the interview experience should be 
consistent, providing the same opportunities to each candidate.   

In addition, committee members should review the Interview Question Guidelines to be aware 
of questions that are unlawful and should not be asked during the interview.  Everyone 
participating in the interview process should be made aware of inappropriate topics and 
questions.  Also, please bear in mind that the same questions that are inappropriate or 
unlawful during a formal interview are also inappropriate and unlawful in a social or informal 
setting with an applicant.   

Recommendation of Final Candidates 

Once the interviewing stage has been completed, the committee should identify the 
candidate(s) to be recommended to the hiring manager for hire.  Depending on the charge 
given to the committee, the recommendation may be a ranked or unranked list with an 
explanation of the candidates’ strengths and weaknesses as related to the qualifications of the 
position.   

http://wiseli.engr.wisc.edu/docs/BiasBrochure_2ndEd.pdf
http://wiseli.engr.wisc.edu/docs/Present_HERC_2011.pdf
http://www.nber.org/digest/sep03/w9873.html
http://www.nber.org/papers/w9873
http://ode.uconn.edu/wp-content/uploads/sites/833/2015/02/Interview-Certification-Checklist-8-29-13.pdf
http://ode.uconn.edu/wp-content/uploads/sites/833/2015/02/Inteview-Questions-Do-Dont-Chart.pdf
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Candidates that are unsuccessful should be notified of their non-selection as soon as a firm 
decision has been made about their status, even if the search process is still underway.  
Finalists not chosen should be notified as soon as possible after an offer has been officially 
accepted by a higher-ranked finalist.  Please click for sample decline letters. 

The Office of Institutional Equity, in conjunction with the Office of Diversity and Inclusion, has 
recently updated search committee training. Training workshops now include AA/EEO 
compliance information, search process steps, and overcoming implicit bias in the search and 
hire process.  Please see OIE’s website for training dates and registration instructions.  

http://hr.uconn.edu/faculty/select/writing_disposition.html
http://hr.uconn.edu/faculty/select/writing_disposition.html
http://www.ode.uconn.edu/search/sample-letters.html
http://oie.uconn.edu/


Sample Evaluation Matrix

Minimum Minimum Minimum Minimum Minimum Minimum Preferred Preferred Preferred Preferred Rank

Applicant

Ph.D in GHI or 
a related area 
by the time of 
appointment.  
Equivalent 
foreign 
degrees 
acceptable

Research 
specialization 
in the areas of 
X, Y, or Z

Demonstrated 
excellence in 
teaching

Potential for 
excellence in 
research and 
obtaining 
research 
funding

Excellent 
written and oral 
communication 
skills

Excellent 
interpersonal 
skills and 
demonstrated 
collegiality and 
interdisciplinary 
collaboration

Demonstrated 
abiltiy to teach 
graduate 
courses and 
advise 
graduate 
students. 

Demonstrated 
abiltiy to teach 
undergraduate 
courses and 
advise 
undergraduate 
students

Demonstrated 
record of 
published 
productivity in 
the field of X, 
Y, or Z.

Record of 
research 
complementing 
and enhancing 
exisitng 
departmental 
strengths in X, 
Y, or Z

Demonstrated 
ability to 
contribute 
through 
research, 
teaching 
and/or public 
engagement to 
the diveristy 
and excellence 
of the learning 
experience

1      Q
2        U
3           A
4       Q
5  U
6 U
7       Q
8          A
9         A
10    U

Minimum Minimum Minimum Minimum Minimum Minimum Preferred Preferred Preferred Preferred Preferred Total Rank

Applicant

Ph.D in GHI or 
a related area 
by the time of 
appointment.  
Equivalent 
foreign 
degrees 
acceptable

Research 
specialization 
in the areas of 
X, Y, or Z    
(weighted 
factor x3)

Demonstrated 
excellence in 
teaching

Potential for 
excellence in 
research and 
obtaining 
research 
funding

Excellent 
written and oral 
communication 
skills

Excellent 
interpersonal 
skills and 
demonstrated 
collegiality and 
interdisciplinary 
collaboration

Demonstrated 
abiltiy to teach 
graduate 
courses and 
advise 
graduate 
students. 

Demonstrated 
abiltiy to teach 
undergraduate 
courses and 
advise 
undergraduate 
students

Demonstrated 
record of 
published 
productivity in 
the field of X, 
Y, or Z.

Record of 
research 
complementing 
and enhancing 
exisitng 
departmental 
strengths in X, 
Y, or Z
(weighted 
factor x2)

Demonstrated 
ability to 
contribute 
through 
research, 
teaching 
and/or public 
engagement to 
the diveristy 
and excellence 
of the learning 
experience

1 8 6 5 4 5 6 6 3 4 3 50 U
2 2 6 1 1 2 2 2 2 2 1 21 U
3 9 24 7 7 8 8 8 9 18 7 105 A
4 9 21 8 8 9 7 7 7 16 8 100 A
5 10 15 6 9 7 6 6 8 10 3 80 Q
6 10 3 8 2 8 8 8 2 2 6 57 U
7 7 30 4 9 7 2 4 9 20 8 100 A
8 2 3 2 4 6 2 2 3 4 2 30 U
9 5 15 5 5 5 5 5 5 10 5 65 Q
10 10 30 8 10 10 8 8 9 20 9 122 A

Key
10 points maximum per qualification
Qualifications #2 and 10 weighted higher

Score: 130-100 A
99-60 Q
Below 59 U
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Area of Inquiry Allowed Not Permitted
Address/Duration at 
Address

• Place and length of current and previous

address

• Names and relationships of persons with

whom the applicant resides

• Inquiries about foreign addresses

• Home ownership

Affiliations • Professional or trade groups/associations

membership

• Social, ethnic, religious organization/group

membership

• Positions held in professional organizations

Age • Proof of age (after hire only) • Age or age group

• Birth certificate (prior to hire)

• Birthdate

• Graduation dates

Citizenship • Eligibility to work in the U.S. • Citizenship, U.S or other country

• If asked, must be asked of all applicants • If native born or naturalized

• If parent or spouse is native born or

naturalized

• Date of citizenship

• Proof of citizenship prior to hire

Credit Rating • No questions can be asked • Credit ratings or scores

• Financial/economic status and history

Criminal Record • Convictions or imprisonment for crimes

that are related to job duties

• Arrests (without convictions)

Disability • Whether a candidate could perform

essential job functions

• Medical conditions including mental

health, current and previous

• Prescription drugs

• History of rehab or addiction

• Worker's compensation claims

• Weight and height

• Need for an accommodation prior to

making a job offer

Gender • No questions can be asked • Gender/gender identity of applicant

• Physical requirements for position

Marital and Family 
Status • Availability for anticipated work schedules

• Marital status, maiden name, and name of

spouse/partner

• Offer information on University/community

resources

• Number and age of children or childcare

arrangements

• If asked, must be asked of all applicants • Pregnancy and future plans to have

children

• Living arrangements

Military Service • Service in the U.S. military • Military records

• Branch of service and rank • Military service in other countries

• Type of discharge
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Area of Inquiry Allowed Not Permitted
National Origin •Languages candidate reads or writes • Place of birth or citizenship

• Parental heritage

• Ethnic club/organization affiliation

• Native language/how language was

acquired

Race • No questions can be asked • Questions related to race or color of skin,

eyes or hair

Religion • Anticipated work schedules of all

employees

• Religious denomination, affiliations, or

organizations/societies

• If asked, must be asked of all applicants • Religious beliefs, practices, celebrations,

holidays or customs

• Church/place of worship attendance

• Requirements for working on religious

holidays

Sexual Orientation • No questions can be asked • Spouse/partner, heterosexual or

homosexual

• Gender identity
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Title VII of the Civil Rights Act of 1964, Connecticut law (including the Connecticut Fair 
Employment Practices Act), and University policy prohibit discrimination against employment 
applicants on the basis of their protected characteristics.  In particular, applicants may not be 
excluded from employment on the basis of race, color, ethnicity, religious creed, age, sexual 
orientation, gender identity, marital status, mental or physical disabilities, national origin or 
ancestry.  This guidance provides rules designed to avoid inquiries that could be construed as 
discriminatory.    

Address/Duration at Address:  
You may not ask questions about a foreign address that may reveal a candidate’s national 
origin, as well as questions regarding home ownership or the names and relationships of 
persons that reside with the applicant. 

You may ask the applicant about his/her current address and how long (s)he has lived there.  

Affiliations:  
Questions about an applicant’s membership in organizations that would reveal his or her race, 
color, ethnicity, religious creed, age, sexual orientation, gender identity, marital status, mental 
or physical disabilities, national origin or ancestry cannot be asked.  Such questions can be 
regarded as discriminatory and may violate federal and state laws and University policy.   

Inquiries about membership in job related professional organizations are acceptable.  

Age:  
The Age Discrimination in Employment Act of 1967 (ADEA) protects individuals who are forty 
years or older from age-based discrimination.  To avoid claims of age discrimination, avoid 
questions designed to uncover a candidate’s age or that would tend to identify candidates who 
are 40 and older, including graduation dates.   

Proof of age, such as a birth certificate, can be requested after an offer of employment to verify 
employment information for payroll purposes.   

Citizenship:  
Questions regarding citizenship are prohibited before making an offer of employment. 
Consideration of an applicant’s citizenship may constitute discrimination on the basis of 
national origin.   

Asking a candidate the question “Are you eligible for employment in the United States?” is 
allowed.  If asked, this question should be asked of all applicants.   

http://www.eeoc.gov/laws/statutes/titlevii.cfm
http://www.cga.ct.gov/2011/pub/chap814c.htm#Sec46a-60.htm
http://policy.uconn.edu/?p=102
http://www.eeoc.gov/laws/statutes/adea.cfm
http://payroll.uconn.edu/PY/forms/forms.html
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Employment eligibility verification should be conducted after the offer has been made and can 
be a condition of employment.  

Credit Rating:   
The Equal Employment Opportunity Commission (EEOC) prohibits inquiries into an applicant's 
current or past assets, liabilities, or credit rating, including questions regarding bankruptcy or 
garnishment, car ownership, rental or ownership of a house, charge accounts, or bank 
accounts.   Such inquiries may discriminate against minorities and women.   

Criminal Record:  
Considering an applicant’s conviction or arrest records can violate Title VII of the Civil Rights Act 
of 1964 .  The EEOC has provided that questions about arrests and convictions can 
disproportionately impact members of ethnic minorities because statistics demonstrate that 
such persons are arrested and convicted at rates higher than non-minorities. An employer’s 
reliance on arrest records can disproportionately exclude members of a protected class and an 
arrest record does not establish the alleged conduct occurred and is not proof of criminal 
conduct.  Similarly, EEOC guidance provides that questions about an applicant’s convictions are 
improper unless the employer can show that the conviction is related to the position at issue.   

The Connecticut General Statutes §46a-80 prohibits the disqualification of a person for 
employment by a state agency solely because of a prior conviction of a crime and the use of 
arrest records not followed by a conviction.  If a conviction is related to the responsibilities of 
the position at issue, you may ask if the candidate has been convicted of a crime that is related 
to the job duties. 

Disability: 
The University’s People with Disabilities Policy Statement provides that qualified persons with 
disabilities cannot be excluded from or subject to discrimination with regard to any University 
program or activity, including employment, and ensures that a person with a disability is given 
the same access to programs, opportunities, and activities as other members of the University 
community.  The University must provide reasonable accommodations for applicants with 
disabilities to ensure that they are able to fully participate in the application and interview 
process.   The Connecticut General Statutes §46a-60 prohibit discrimination based on present 
or past history of mental disability, mental retardation, learning disability or physical disability, 
including, but not limited to, blindness. 

The Americans with Disabilities Act (ADA) prohibits employers from asking disability related 
questions to employment applicants.   An employer may not ask a job applicant if he or she has 
a disability (or about the nature or severity of an obvious disability) or whether the applicant 

http://www.uscis.gov/files/form/i-9.pdf
http://www.eeoc.gov/laws/practices/inquiries_credit.cfm
http://www.eeoc.gov/laws/statutes/titlevii.cfm
http://www.eeoc.gov/laws/statutes/titlevii.cfm
http://www.eeoc.gov/laws/guidance/arrest_conviction.cfm#I
http://www.cga.ct.gov/2011/pub/chap814c.htm#Sec46a-80.htm
http://policy.uconn.edu/?p=419
http://ode.uconn.edu/ada/index.html
http://www.cga.ct.gov/2011/pub/chap814c.htm#Sec46a-60.htm
http://www.eeoc.gov/laws/statutes/ada.cfm
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will need a reasonable accommodation to perform the job.  An employer also may not ask a job 
applicant to answer medical questions or take a medical exam before making a job offer.  
Questions about health problems, worker’s compensations history, prescription drug use or 
previous medical conditions are not allowed.  Unless job-related, inquiries about height and 
weight should also be avoided.   

An employer may ask a job applicant whether he/she can perform the essential functions of the 
job and how they would perform the duties associated with the position.   If asked, this 
question must be asked of all applicants. 

Employers may condition a job offer on the applicant answering certain medical questions or 
successfully passing a medical exam, but only if all new employees in the same job have to 
answer the same questions or pass a medical exam. 

Gender:  
Questions that express or imply limitations or special treatment because of an applicant’s 
gender are prohibited.  Gender is not a Bona Fide Occupational Qualification (BFOQ) because a 
job involves physical labor such as heavy lifting.  Candidates’ gender cannot be used as a factor 
for determining whether an applicant will be “satisfied” in a particular job.   

You may not ask particular questions of one gender and not of the other. 

Marital and Family Status:  
Questions regarding marital status (e.g., spouse/partner’s name or employment status, 
whether the candidate is single, married, divorced, separated, engaged or widowed); number 
and/or ages of children or future child bearing plans or pregnancy, and child care arrangements 
are prohibited. Such questions may discriminate against women. 

You may inquire if the applicant has any commitments that would preclude him or her from 
satisfying anticipated job schedules.  This question, if asked, must be asked of all genders.   

Military Service: 
Questions regarding the type or condition of military discharge and military experience in other 
countries are not advised as such questions could be regarded as discriminatory or could be in 
violation of The Americans with Disabilities Act (ADA) which prohibits employers from asking 
disability related questions to employment applicants.  In addition, preferring applicants with 
honorable discharge rather than dishonorable discharge may be seen as race discrimination by 
the Equal Employment Opportunity Commission (EEOC) under the disparate or adverse impact 
theory. 

http://www.eeoc.gov/laws/statutes/ada.cfm
http://www.eeoc.gov/policy/docs/factemployment_procedures.html
http://www.eeoc.gov/policy/docs/factemployment_procedures.html
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The Uniformed Services Employment and Reemployment Rights Act (USERRA) protects against 
discrimination on the basis of military service. 

Applicants can be invited to voluntarily self-identify as a disabled or Vietnam era veteran in 
connection with an affirmative action effort.  

You may ask questions about the branch of service and an applicant’s rank and service in the 
U.S. military as it relates to the position. 

National Origin:  
Questions regarding an applicant’s birthplace, ancestry and/or culture, or similar questions 
about the parents, grandparents, and spouse/partner of the candidate are not allowed.    

You may ask candidates whether they are fluent in languages other than English.  You may not 
ask a candidate’s about his or her native language or how a foreign language was acquired.   

Race:  
Questions about an applicant's race or questions that would cause an applicant to disclose 
his/her race are not allowed.  Title VII of the Civil Rights Act of 1964 forbids employment 
decisions based on stereotypes and assumptions about abilities, traits, or the performance of 
individuals of certain racial groups.   

For Affirmative Action reporting purposes, applicants are asked to voluntarily self-identify their 
race and ethnicity (§41 CFR 60-1.12(c)) as part of the application process.   

Religion:  
Questions regarding an applicant’s religious denomination, affiliations, beliefs, and practices, 
church/place of worship or membership in religious organizations are not allowed.  Title VII of 
the Civil Rights Act of 1964 requires employers to reasonably accommodate the religious 
practice of an employee or prospective employee, unless doing so creates an undue hardship 
for the employer. 

You may not ask about a candidate’s willingness to work on a particular religious holiday but 
may ask about his or her ability to work a required work schedule. 

Sexual Orientation: 
Questions regarding an applicant’s sexual orientation are not allowed.  Both the Connecticut 
General Statutes §46a-81c (1) and the University of Connecticut’s Affirmative Action & Equal 
Employment Opportunity Policy Statement prohibit discrimination on the basis of sexual 
orientation in the employment process.  

http://www.dol.gov/compliance/laws/comp-userra.htm
http://www.eeoc.gov/laws/statutes/titlevii.cfm
http://www.ecfr.gov/cgi-bin/retrieveECFR?gp=&SID=14f4e6de35c876df39a95b3a65e2198e&r=PART&n=41y1.2.3.1.1#41:1.2.3.1.1.1.1.12
http://www.eeoc.gov/laws/statutes/titlevii.cfm
http://www.eeoc.gov/laws/statutes/titlevii.cfm
http://www.cga.ct.gov/2011/pub/chap814c.htm#Sec46a-67.htm
http://www.cga.ct.gov/2011/pub/chap814c.htm#Sec46a-67.htm
http://policy.uconn.edu/?p=102
http://policy.uconn.edu/?p=102
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Bona Fide Occupational Qualification (BFOQ) 
Certain job requirements relating to religion, sex, national origin, or age may discriminate 
against members of a protected class but can still be permissible because the requirement is 
reasonably necessary to the operation of a business.  To constitute a BFOQ, three factors are 
considered: (1) is the discriminatory requirement the only feasible method of revealing those 
unable to perform a certain job; (2) is the desired characteristic essential for the business to run 
successfully; and (3) does a reasonable, less discriminatory alternative exist? 

BFOQs are a narrow exception to non-discrimination laws and can only be used to justify 
requirements based on religion, sex, national origin, or age.  Race is never a BFOQ. 
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Interviewing – Best Practices 

It is important to create a welcoming and inclusive environment for applicants during the interview 

process.  While the search committee’s purpose is to evaluate the applicant for the position, the 

applicant also is assessing UConn Health and determining if this opportunity is right for him/her.  

Positive interactions with the search committee and the interviewers may be the deciding factor for 

the best candidate to accept an offer.   

The goals of an interview are to further evaluate candidates ranked as “Interview” based on their 

application materials; collect additional information on the candidate’s job-related knowledge, skills, 

and abilities; and identify the most qualified candidate for the position.  Collecting information 

accurately and consistently from each of the applicants gives the search committee the necessary 

information to objectively and equitably evaluate the candidates.  Therefore, it is important to provide 

each applicant with substantially similar interview experiences. 

Interviews via Phone/Skype: 

Phone or Skype interviews are an inexpensive way to assess the qualifications of a larger group of 

“Interview” candidates and can be used as a first round to narrow the list of candidates to bring to 

campus.  By using these “screening” interviews, the search committee has a larger interview list to refer 

back to if the first choice candidates are not selected or decline the interview or offer.   

If the search committee decides to conduct phone/Skype interviews for the first round, all candidates 

must be interviewed using the same or comparable method.  Except where unusual circumstances are 

present as described in the next paragraph, it is not permissible as a first round, to interview some 

candidates via phone or Skype and some face-to-face during the same round.  For example, if a 

Skype/phone interview used to determine which candidates will be brought campus, local candidates 

must also be interviewed via Skype/phone, and not in person. 

If a candidate requests an interview via phone/Skype due to geographical or other circumstances after 

an invitation for an in-person interview, the search committee may change interviewing methods for 

that candidate. 

The same best practices listed below apply to a phone/Skype interview.  

Preparing for an interview: 

 Notify each applicant about the interview and logistics.  Send a letter or e-mail confirming the

interview.  Sample confirmation letters are included in Recruiting Solutions and on the Office of

Institutional Equity website.

 At the same time, send a decline letter or e-mail to applicants who were ranked as “Unqualified”

and will not be invited for interview.  Decline letters to “Qualified” applicants also may be sent

http://www.ode.uconn.edu/search/sample-letters.html
http://www.ode.uconn.edu/search/sample-letters.html


Page 2 of 4 
August 2013 

at this time for those candidates that will not be moved into the “Interview” group regardless of 

the outcome of the interviews.   

 Provide all applicants with an interview itinerary, including names and titles of the search

committee and any other individuals that the candidate will be meeting or interviewing with.

Ensure that applicants are provided with parking and building locations and accurate directions

to both.

 Make sure that all candidates are provided with comparable travel, transport and/or hotel

arrangements.  Arrange for hosts or escorts to and from campus where appropriate.

 When developing an itinerary, allow sufficient time for each candidate’s interview and time to

travel to different campus locations if needed.  Arrange a representative from the department

or committee to accompany the candidate to other locations.

 If scheduling multiple interviews for one day, allow time between each interview for the search

committee to review their notes and have an initial discussion about the candidate, and for the

candidate to take a break.

 Give all candidates equal opportunity to meet with the entire search committee, department

members, and other stakeholders.  E.g.: If candidates coming to campus will have time meet

with the department head, faculty in the department and/or the Dean, make sure that each

candidate is given that same opportunity to meet with the same or substantially-positioned

people.

 If the candidate will be expected to provide a job talk or presentation, ensure in advance that all

technical needs are discussed at the time of scheduling and can be accommodated.

 If a candidate requires an accommodation for a disability, contact OIE for further assistance.

 Offer the candidate the opportunity to meet with a Recruitment Ambassador during the campus

visit.

Developing interview questions: 

 Review OIE's interview guidelines to ensure that all questions are non-discriminatory and

legally permissible.

 Devise a core group of questions based on job related criteria to evaluate candidates’

qualifications.  Ask questions that are related that are related to the candidate’s qualifications.

Develop questions that address all the qualifications for the position.

 Craft open-ended and behavioral questions that prompt the candidate to offer information

about his/her skills and “do the talking”, as these will provide the best insight in to a candidate’s

qualifications for the position.  Avoid questions that merely require a “yes” or “no”.

 Develop questions that will allow the committee to make an objective assessment of each

candidate and minimize bias.

 Ask the same core group of questions of each candidate.  This will allow for a comparative

evaluation and ensure that the interview process is consistent for all candidates.  Follow-up

questions can be asked to clarify answers or address a candidate’s individual experience or skills.

 Determine how questions will be posed by the committee and assign questions to members,

where appropriate.

http://maps.uconn.edu/
http://www.ode.uconn.edu/ada/
file://uconn/home/vol1/hap05001/Project%202013/Inteview%20questions%20do%20dont.xlsx
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 Consider developing a standardized form with qualification-related criteria for non-committee

members to use (e.g. department members, students or those attending a job talk) for

consistent candidate evaluation.

 Contact OIE for further guidance or for troubleshooting.

The Interview: 

 Plan for someone to greet the candidates upon arrival.  Prepare a designated area where

candidates can wait for the interview to begin and where the candidate will not encounter other

candidates if multiple interviews are scheduled in one day.

 Introduce search committee members to the candidate prior to beginning the interview.

 Describe the format of the interview and the interview process as a whole.

 Share pertinent background information about the job, department, and University.

 Remember that the candidate should do the majority of the talking during an interview.

 Keep your reactions to a candidate’s answers to yourself.  Try not to influence other search

committee members as they are evaluating the applicant.

 Keep the interview moving and on time.

 Leave time for candidate questions.

 At the end of the interview, inform the candidate that you will be checking references and ask if

you can pursue references not provided by the candidate.

 Describe the remainder of the search process, how candidates will be notified of the University’s

decision, and the anticipated timetable.

Ensure that every University employee involved in the interview process has reviewed OIE's guidelines

and is aware of inappropriate topics.  It is very important to remember that all time spent with the 

candidate, whether in a formal interview or in an informal social setting, spent with the candidate is 

considered part of the interview process.  Questions that are inappropriate or illegal in an interview 

context must also be avoided in a social setting (i.e.: coffee, meals, car rides, one-on-one meetings). 

Post-Interview 

Shortly after all interviews have been completed, the search committee should meet to discuss the 

candidates’ qualifications based on the interviews.  Evaluations of the candidates must be qualification 

related and based on the candidate’s performance in the interview and/or presentation combined with 

the strength of their written application materials. 

Depending on the charge given by the hiring manager, search committees either recommend a 

candidate for hire or provide a ranked/unranked list of the top number of candidates specified.  

Each candidate, especially those that were interviewed, has made an investment of time and resources 

to the search process and it is important that the candidates are treated in a manner that acknowledges 

that effort.  Candidates that will not be considered for employment should be contacted as soon as the 

hiring decision is made.  A decline letter should be sent from the search chair or hiring manager.  

Applicants in the “Qualified” group (who were not notified earlier) also should be sent a decline letter at 

http://ode.uconn.edu/search/
file://uconn/home/vol1/hap05001/Project%202013/Inteview%20questions%20do%20dont.xlsx
http://ode.uconn.edu/search/sample-letters.html
http://www.ode.uconn.edu/search/sample-letters.html
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this time.  If a decision is delayed, all candidates should be notified about the change the search’s 

timetable. By the end of the search, each applicant should have received a communication from the 

search committee or hiring manager regarding his/her status. 

Following the selection decisions, the members of the search committee should discuss and evaluate 

the search process.  Evaluating the process and results and noting successes and failures will be helpful 

for future searches and search committees.   
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Career Opportunities at UConn Health

 Return to Previous Page  Email this job to a friend

 To apply for this Sponsored Programs Specialist, 2019-106 position, you may use the Candidate Self-
Service (CSS) online application. After submitting your application, you may also have the opportunity to
upload a cover letter, a resume, and references. You MUST have these documents available at the time
of application. To complete an application, please click on Apply for this position .

The University of Connecticut Health Center is an a�rmative action employer, in addition to an EEO and
M/F/V/PWD/PV employer.

All employees are subject to adherance to the State Code of Ethics which may be found at
www.ethics.state.ct.us (http://www.ethics.state.ct.us).

 ✉

Job Detail

Job Title: Sponsored Programs Specialist

Department: Research Administration and Finance

Location: Farmington

FTE%: 1

Shift 1

Search #: 2019-106

Closing Date:

Recruiter: Dangelo, Erica
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Apply for this position  

 
 

Sponsored Programs Specialist

  

UConn Health, in partnership with The Jackson Laboratory for Genomic Medicine, is looking for a highly
skilled Sponsored Programs Specialist with experience in project management involving the detailed
coordination of grants and contracts, including program accounting and administration.

 

Position Scope

 

This key role is responsible for providing administrative and financial management for the University's
research and other sponsored program (grants and contracts) activities in the Pre-award and Post-award
phases. This position will support the research enterprise by providing excellent, consistent proposal
development and award management support for University faculty who are dually appointed at UConn
Health and The Jackson Laboratory. This position will be granted limited authority to act on behalf of
both UConn Health and The Jackson Laboratory in Farmington, CT in relation to sponsored research and
program administration at both sites. The position may also support other investigators at UConn and
The Jackson Laboratory.  

The Sponsored Program Specialist provides direct professional support and guidance in the
administrative preparation and submission of proposals and the administration of grants, contracts and
related funds to faculty and staff in an assigned portfolio of departments. This position provides a high
level of client satisfaction through strong relationship management skills.

COMPREHENSIVE BENEFITS OFFERED:

Industry-leading health insurance options and affordability

Generous vacation and sick-time plans

Multi-channel retirement options (pension and match options)

Tuition waiver and reimbursement for employees and qualified family members

Quick commute access from I-84 and surrounding areas

State of the art facility and campus environments

Progressive leadership and educational development programs available

Innovative culture embedded in industry leading research and medical care

 
SCHEDULE: 40 hour work week; Monday through Friday, 8am - 5pm, 1 hour unpaid meal break.

 

MINIMUM QUALIFIATIONS REQUIRED

KNOWLEDGE, SKILLS AND ABILITY:

In-depth knowledge of major granting agencies and relevant Federal and state regulations to administer
research programs; strong knowledge of research-related policies and procedures; strong knowledge of
accounting principles, practices and accounting systems; experience in carrying out a range of financial
analysis and budgetary forecasting; ability to write and interpret technical contract language and
understand its implications; considerable interpersonal skills; ability to communicate effectively (written
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and oral); ability to work under and accommodate various and shifting deadlines, sometimes outside of
normal working hours; knowledge of Uniform Guidance; proficient in applicable word processing (Word)
and spreadsheet (Excel) applications; working knowledge of applicable database application (Access);
ability to interpret complex regulations.

EXPERIENCE AND TRAINING: 

General Experience:

 

Eight (8) years experience in grants management, accounting and contract administration performing
duties involved in monitoring and maintaining complex and diverse agreements and financial records.

 

 

Substitution:

 

Bachelor's degree in Accounting or related field may be substituted for four (4) years of the general
experience.

 

Special Experience:

One (1) year of the general experience should have included working with Federal grants and
contracts;

Demonstrated familiarity and experience with NIH, NSF, DoD applications processes, as well as
those of other federal agencies and voluntary health organizations such as American Cancer
Society, American Heart Association, etc.

 

SPECIAL REQUIREMENTS:

Incumbent will work primarily at UConn Health and at The Jackson Laboratory for Genomic Medicine but
may also work at Storrs and other affiliated entities

PREFERRED QUALIFICATIONS:

Experience with electronic proposal submission and research database systems, such as Grants.gov,
ASSIST, Fastlane, NIH Commons, My NCBI, etc.; Flexibility to accommodate grant deadlines and ever-
changing priorities; experience with InfoEd; Certified Research Administrator (CRA)-preferred or
willingness to obtain CRA certification.

EXAMPLES OF DUTIES:

Manages and safeguards sponsored program funds by conducting pre-award proposal preparations,
reviews, negotiations and submission of applications, contracts and sub-contracts, ensuring accuracy and
compliance with University and Jackson Laboratory policies and agency regulations; resource for
investigators and departmental administrators with proposal submissions, interpretation of Sponsor and
institutional guidelines, complex laws, policies and regulations, contract negotiations, contract
interpretations; analyzes effort allocation, program costs, and prepares adjustments at the Principal
Investigator’s direction; extension of grant periods, carryover of un-obligated balances, authorization of
pre-award costs and the coordination of "just-in-time" filings; obtains approvals necessary for sponsored
grants, contracts and other agreements; analyzes and resolves grant and contract problems including
funding, cost sharing, budgets, allowable expenses and coordinates account distribution and
management; liaison representing UCHC and Jackson Laboratory in negotiations and discussions with
outside funding sources and governing bodies, analyzes and resolves legal and technical problems of
contract interpretation covering such issues as intellectual property rights, material transfers, governing
laws and fiscal and procedural constraints; monitors activities of proposals; prepares and reconciles
monthly financial and status reports of grants and contracts; conducts accurate, insightful financial
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analysis; prepares financial forecasts for Principal Investigators and for institutional budget planning
purpose; prepares ad hoc reports; prepares written award summary providing complete information to
set up, administer and maintain an awarded grant or contract in compliance with Sponsor and
institutional policies, regulations and procedures; prepares and submit financial reports and invoices to
sponsors; reviews and authorizes transactions; serves as liaison between management, senior
administration, faculty and granting agencies; advises management on policy issues associated with
management of extramural grants and contracts; advises and guides investigators and department
administrators and staff in grant administration including interpretation of policies and regulations,
assignment and distribution of grant funds; works collaboratively to develop institutional policies and
standard operational procedures; maintains technical and professional knowledge and keeps up-to-date
with relevant regulations; performs related duties as required.

FULL TIME EQUIVALENT MINIMUM SALARY: $81,037

Resume required for consideration

Why UConn Health

UConn Health is a vibrant, integrated academic medical center that is entering an era of unprecedented
growth in all three areas of its mission: academics, research, and clinical care. A commitment to human
health and well-being has been of utmost importance to UConn Health since the founding of the
University of Connecticut schools of Medicine and Dental Medicine in 1961. Based on a strong foundation
of groundbreaking research, first-rate education, and quality clinical care, we have expanded our medical
missions over the decades. In just over 50 years, UConn Health has evolved to encompass more
research endeavors, to provide more ways to access our superior care, and to innovate both practical
medicine and our methods of educating the practitioners of tomorrow.

UConn Health is an affirmative action employer, in addition to an EEO and M/F/V/PWD/PV employer.
  

All employees are subject to adherence to the State Code of Ethics which may be found at
www.ethics.state.ct.us (http://www.ethics.state.ct.us/) 

 

Apply for this position

 Return to Previous Page   Help 
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