LBNL S&E Career-Track Positions

S&E Suitable Search Documentation Checklist


For hires into the following positions:

· Career-Track Research Scientist/Engineer

· Career Research Scientist/Engineer

· Career-Track Staff Scientist/Engineer

· Career Staff Scientist/Engineer

· Career-Track Divisional Fellow

· Senior Scientist/Engineer

· Faculty Scientist/Engineer

· Faculty Senior Scientist/Engineer

· Distinguished Scientist/Engineer

Case documentation should be organized into the following order when prepared for the Division Staff Committee (DSC):

___  1. Search Committee Chair memo to DSC Chair, including Suitable Search Summary (SSS)

___  2. Candidate’s curriculum vitae (CV) and publications list

___  3. Position description

___  4. Sample letter of solicitation for reference letters
___  5. Statement of referees’ titles, affiliation & expertise

___  6. Letters of reference (in same order as Statement of Referees list)

(*) Letters of Recommendation are Required

Recommended Number of Letters of Recommendation by Job Classification
	For Hire into [Job Title]
	External*

(no less than)
	Total 

	Career-Track Research Scientist/Engineer
	2
	3

	Career Research Scientist/Engineer
	2
	3

	Career-Track Scientist/Engineer
	4
	5

	Career Staff Scientist/Engineer 
	4
	5

	Career-Track Division Fellow
	4
	5

	Senior Scientist/Engineer
	6
	7

	Faculty Senior Scientist/Engineer 
	6
	7

	Distinguished Scientist/Engineer
	6
	7


* External letters are from referees who are outside LBNL and outside the candidate’s immediate UC-LBNL research group. The number of international letters required depends upon the field of research; if international letters are not included, provide an explanation for their absence.

Case documentation should include the following when case is forwarded to the Division Director:

In addition to the documents listed above, include:

___  7. DSC Chair Memo 
If hiring in the following positions: 

· Career Staff Scientist/Engineer

· Divisional Fellow

· Senior Scientist/Engineer

· Distinguished Scientist/Engineer

case documentation should also include the following when case is forwarded to the Deputy Director:

___  8. Hire Request form with Salary Justification

___ 9. Market Reference Zone Plot

___ 10. Salary Offer worksheet (with Lab-wide peer comparators)

NOTE: OMIT the following documentation when cases are submitted for review by the Laboratory Staff Committee:

___  8. OMIT Hire Request form with Salary Justification
___ 9. OMIT Market Reference Zone Plot
___ 10. OMIT Salary Offer worksheet (with Lab-wide peer comparators)
After the LSC submits its recommendation to the Deputy Director, the HR Center will coordinate with the Deputy Director to obtain final approvals on hires or promotions and salary recommendations.
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