New Hire Process Checklist

1. New/Replacement Position – 

 FORMCHECKBOX 
  Fill out Job Opening Request form (obtain all forms from Hiring Process Plan with Electronic Links)

2. Job Opening Request Form – 

 FORMCHECKBOX 
  Department Head Approval and your initials

 FORMCHECKBOX 
  Supervisor Signature

 FORMCHECKBOX 
  Position Description attached

 FORMCHECKBOX 
  Email form to dept. administrator (who will review and forward to HR)

3. Job Requisition –

 FORMCHECKBOX 
  HR will prepare Job Requisition and give to dept. administrator for signature routing.

 FORMCHECKBOX 
  Job Requisition is then passed to HR and email is sent to Hiring Manager when job is posted on the Jobs Website.

4. Recruitment Action Plan Meeting – 

 FORMCHECKBOX 
  Scheduled by HR or dept. administrator. Recruitment action plan is formulated and updated as necessary.

5. Hiring Manager will then –

 FORMCHECKBOX 
  Form Interview Committee (If position is at the .5 professional level or any management level, divisional representation is required.

 FORMCHECKBOX 
  Interview questions formulated, reviewed and finalized by Hiring Manager.

 FORMCHECKBOX 
 Send DOE FACTS Questionnaire and applications to selected non-LBNL candidate/s.

 FORMCHECKBOX 
 Send completed questionnaires and applications to HR for review prior to scheduling interviews.

 FORMCHECKBOX 
 Interviews scheduled by dept. administrator.

6. These checks are conducted on the potential candidate –

 FORMCHECKBOX 
  Reference Check – at least two conducted by Hiring Manager and one by the Manager’s Manager.

 FORMCHECKBOX 
  Background Check – conducted by HR

7. Offer Request Form filled out with attachments –

 FORMCHECKBOX 
  LBNL Application

 FORMCHECKBOX 
  Hire Request Form

 FORMCHECKBOX 
  Resume

 FORMCHECKBOX 
  DOE Fact Questionnaire

 FORMCHECKBOX 
  Backups

8. New salary is determined using –

 FORMCHECKBOX 
  Current Salary Offer worksheet (obtain from HR)

 FORMCHECKBOX 
  HR works with hiring manager to determine offer.  HR also makes verbal offer and provides candidate with offer letter.

 FORMCHECKBOX 
  If offer includes merit cycle, Hiring Manager lets HR know in order to include it as part of the offer.

 FORMCHECKBOX 
  All hires are approved by CFO (Jeffrey Fernandez) or his designees either the Business Manager or the Operations Manager

9.5  HR ONLY makes official offer.  Emails hiring manager when accepted.

9.  Accept offer –

 FORMCHECKBOX 
  Determine start date (at least 2 weeks from acceptance of offer to request   computer accounts, phone, keys etc.)

10. Hiring Manager should use –

 FORMCHECKBOX 
  New Hire Check List on start date
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