
 

 

2020 Diversity Point Person (DPP) Responsibilities and Tasks 

Reducing bias in the hiring process is a priority for all who work at Lawrence. A search, at 

minimum, should include a hiring manager, a HR representative and a DPP. Hiring Managers 

may also choose to include additional people on their search committee. As a DPP you will help 

the Hiring Manager achieve a more diverse candidate pool and ensure a fair evaluation of 

candidates by completing the following. 

Responsibilities: 

• Review the position description, providing feedback on language used, qualifications, 

and overall tone to ensure the broadest and qualified applicant pool can be reached.  

• Provide information regarding implicit bias, its impact on searches and how to diminish 

its negative effects to the search committee and hiring manager. This also may be a 

good time to inquire if the hiring manager has thought about the qualifications rubric to 

evaluate candidates against and offer support or assistance if requested by the hiring 

manager.    

• In an effort to recruit a diverse and talented candidate pool, offer suggestions and be 

willing to reach out to resources (spaces, forums, connections, etc.) where LU can post 

the job to ensure a robust candidate pool.  

o Note: There can be a cost to posting the position, therefore, you may need to 

consult with the HR office regarding what resources are currently available at 

Lawrence. There is also a spreadsheet in the DPP share file where current 

resources can be found.  

o Please promptly inform HR if you discover a change (address, contact person, 

associated fee, etc.) while reaching out to a pre-established resource.  

• Review of the candidate pool 

o Work with HR to run EEO reports (to assess the diversity of the pool) throughout 

the search and share it with the Hiring Manager – at a minimum, this should be 

completed twice, in the middle of the search and at the end.  

o You may be asked to review the individual candidates, however at a minimum 

you should provide review of the finalists before finalist interviews occur.  

o Certify the candidate pool.  In an email to the Vice President for Diversity & 

Inclusion include the demographics of the candidate pool, the recruitment 

strategies used, and your recommendation regarding moving the search forward 

prior to any interviews.  

• Draft interview questions for the Search Committee and/or Hiring Manager related to 

inclusivity in the workplace. Examples are provided in the full resource guide, and you 



are encouraged to research and share other examples/questions relevant to the 

position.  

• Write and submit a report to HR promptly after the search is complete to recap 

outreach efforts, successes, and opportunities. 

Optional Tasks:  

• Your involvement in conducting interviews may vary. Being a part of phone screens 

and on-campus interviews is optional, however could be highly impactful to a 

search. The Hiring Manager may want you to be involved on the search committee 

because of your expertise as a DPP or because of your role on campus. Hiring 

Managers should discuss the time commitment with you. If you are interested in 

helping with the interview process, you are responsible to address the time 

commitment with your supervisor.  

 

 


