LBNL Suitable Search Guidelines - Checklist
Non-Exempt Level

Version Date: September 9, 2008

OVERVIEW 

This document provides guidelines to assist LBNL Divisions in conducting a suitable search in the recruitment and hiring for Non-Exempt Level positions.  Detailed guidelines and all supporting documentation may be obtained from the HR Recruitment Lead.
A suitable search should be applied for the following Non-Exempt Level positions (i.e., hourly paid):
	Non-Exempt Level

	· Clerical-CX

· Medical Laboratory Technologist-HX

· Skilled Craft-KB

· Occupational Health Nurse-NX

· Research Assistant-RX

· Service-SX

· Technical-TX




PREPARATION AND STRATEGIES

The Hiring Manager (In partnership with Recruitment Lead):  
1. Determine the appropriate job classification.
2. Develop position description.
3. Identify Search / Interview Committee (if applicable), and begin staffing the committee with a diverse group of individuals who are internal or external to the hiring department and/or division.
Note:  For non-exempt positions, the committee should consist of 2-3 members at most.
ROLES AND RESPONSIBILITIES
The Hiring Manager: (In partnership with Recruitment Lead and committee members)
1. Develop / finalize search criteria.
2. Develop a strategic recruitment plan.
3. Discuss potential recruitment sources, and outline roles and responsibilities (e.g., phone screens, processes, interview questions, timelines, etc.).
RECRUITMENT
The Search Committee (With assistance from Recruitment Lead):
1. Review the division’s underutilization data, and conduct a search of the internal database and preferential rehire recall list. If the applicant pool is not adequate, external databases may be utilized. 

2. Establish a diverse applicant pool from proactive outreach and personal / professional networking. 

SCREENING
Chair, Recruitment Lead, and/or Search/Interview Committee members:

1. Review resume(s).

2. Determine which applicant(s) meet the search criteria to phone screen.

3. Determine a short list of candidates to interview with the Search Committee and other stakeholders. (Note: This is upon completion of all phone screens)
Note: Phone screen / interview questions must be identical for each candidate to ensure accurate comparison to search criteria.

CANDIDATE VISIT

1. All interviews must include clear and concise questions which are identical for each interviewee, ensuring an accurate comparison to search criteria.  
2. Search / Interview Committee will allow time for each candidate to ask questions.
Note:  On average, interviews at this level should take between 1 – 1.5 hours.
SELECTION / RECOMMENDATION
1. At the conclusion of all interviews, Hiring Manager and Search / Interview committee will evaluate each candidate to the search criteria and make a recommendation or short list. 
2. Hiring Manager (or designee) will conduct reference checks and make the final decision. 
3. Hiring Manager (or designee) will communicate results to all interviewees.
HR CENTER SUPPORT
HR Center staff works closely with Hiring Manager (or designee) to complete the hiring process: 

1. Send “Hire Documents” to final candidate.

2. Determine starting salary rate.

3. Complete hiring documentation.
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