GUIDELINES FOR INTERVIEW AND HIRING PROCESS FOR PERMANENT
SCIENTIFIC POSITIONS AT DEPARTMENT OF AGROECOLOGY

The process for interviews for professor, associate professor and tenure track assistant
professor positions

1. SHORTLISTING

After the advertisement has expired, Agro HR ensures that the head of the assessment
committee has no conflicts of interest with the candidates. After approval by the TECH
Academic Council a shortlisting of 4-6 candidates is made. Members of the hiring
committee and the head of the assessment committee select which candidates to be
shortlisted by giving thumbs up/down. The head of department subsequently completes
the shortlisting.

2. THE ASSESSMENT

The head of department has a meeting with the head of the assessment committee
about the process. Agro HR checks members of the assessment committee for no
conflicts of interest with the candidates. After approval by the TECH Academic Council,
the assessments are carried out. These are uploaded to Emply by the head of the
assessment committee. In the evaluation of each candidate, a clear and motivated
statement is given at the end of the assessment whether the candidate is qualified or
not qualified for the position.

3. FIRST INTERVIEW

All qualified applicants are invited to an online interview, the participants are the head
of department and the hiring committee. In some cases, another person may be invited
if a member of the hiring committee is unable to attend; Agro HR decides who, together
with the head of department. Agro HR invites for the interviews via Teams. At the first
interview candidates for professor positions are informed that those who proceed to a
second interview will be sent a link from AU HR to complete a personal profile.

4. SECOND INTERVIEW

The head of department will agree with the hiring committee who will proceed to the on-
site interview. The head of department will send an email to the candidate(s), informing
them of the following.

“The onsite interview will be organized as a lecture (1 hour with about 30-40 minutes
lecture followed by questions, followed by 1 hour for interview). The lecture should
focus on the thoughts for the research area, key research gaps and research
hypotheses, and prospective research proposals including research methodologies.”
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Besides the head of department, Vice-Dean and the hiring committee, selected senior
VIPs are invited for the lecture (they also hold a duty of confidentiality). The hiring
committee decides which seniors VIPs should be invited. The senior VIPs are not invited
to participate in the subsequent interview.

THE HEAD OF SECTION IS RESPONSIBLE FOR SENDING THE FOLLOWING
INFORMATION TO HR breve, AGRO hrbreve@agro.au.dk IMMEDIATELY AFTER
CLARIFYING WHO WILL PROCEED TO THE ON-SITE INTERVIEW:

* Which senior VIPs should be invited to the lecture.

* Who is responsible for pick-up and other practical tasks in relation to the candidate's
visit to their Campus?

HR AGRO IS RESPONSIBLE FOR THE FOLLOWING TASKS:

¢ Finding a date in the calendars of the head of department and hiring committee (invite
the vice-dean, if a professor position, to participate via Teams)

* Contacts the candidate(s) on clarification of the date and other practical matters

* The candidate sends the title and text of their lecture and/or link to bio or other profile
* Sends invitation to lecture, and invitation to subsequent interview

¢ Arranges hotel reservation if necessary

¢ Sends email to head of section/agreed responsible person with arrival and departure
times of the candidate

¢ Inform the candidate to contact the head of section/responsible person regarding
pick-up at a nearby station

¢ Forward subsequent settlement link to REEX to the candidate
5. EMPLOYMENT

After the on-site interview, the head of department and the hiring committee agree on
who will be offered the position. This is communicated to AGRO HR, who prepares a
draft recommendation. This is sent to the head of section for review, and afterwards the
head of section sends the draft to the head of department, who uploads it to Emply.

The head of department sends an email to all interviewees about the result of the
interview. The selected candidate is notified of being recommended for employment.
When approval from the dean's office is submitted, the head of department notifies the
selected candidate about employment and agrees on the day of appointment.
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