LBNL S&E Career-Track and Career Positions

Suitable Search and Hire Guidelines


This document provides guidelines to assist LBNL Divisions in conducting a suitable search in the recruitment and hiring for S&E career-track and career employees.  The items marked by an asterisk (*) are mandatory in order to satisfy the “Suitable Search” requirement referred to in the RPM, Section 2.07, Professional Research Staff.

All listed supporting material may be found in the RPM web site, in the HR web site, and from your HR Center.

A Scientist/Engineer suitable search is required for 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

· Distinguished Scientist/Engineer

1. PREPARATION AND STRATEGIES 

(*) Hiring Manager (initiator of the hire, often the intended Supervisor)

1. Develop position description in conjunction with HR Center.
2. Determine job classification and level in conjunction with HR Center.
3. Develop job posting language with support from the HR Center.  

Job Description Guidelines

1. Job description should be as broad as possible to attract a wide pool of applicants; avoid very specific, short-term needs.

2. The Division Staff Committee may review job posting language at the request of Division Director.

(*) HR Center

1. Check preferential rehire/recall list.
2. Determine if there are any under-represented groups in this job category.

3. Open job requisition.
4. Post job on LBNL web site for a minimum of one month.
Hiring Manager 

1. If requesting a waiver of recruitment, contact HR Center for assistance with the required approval process.
2. If waiver of recruitment is approved, skip to Search Committee Recommendation phase.  The Hiring Manager (Hiring Supervisor) takes the role of the Search Committee.  Attach a copy of the request for a waiver of recruitment and approval of the case.

(*) Division Director (or Designee)

1. Select Chair of the Search Committee in conjunction with Hiring Manager.
· Hiring Manager may be the Search Committee Chair

2. Identify Search Committee members in conjunction with Search Committee Chair; the minimum number of members is as follows:

· Research Scientist/Engineer: 3 members
· Staff Scientist/Engineer: 4 members
· Divisional Fellow: 4 members
· Senior Scientist/Engineer: 5 members

Guidelines for Search Committee Composition
· Should include diverse functional perspectives (e.g., supervisor, peer, person from collaborating research group) and diverse backgrounds (e.g., gender and ethnicity).
· If there is Laboratory expertise in the field of research outside the hiring Division, it is desirable to include that expertise on the committee.
· It is desirable for Staff Scientist/Engineer searches to have at least one career scientist/engineer at the same or higher appointment level from outside the hiring group.
· It is desirable for Divisional Fellow, Senior Scientist/Engineer or Distinguished Scientist/Engineer searches to have at least one career scientist/engineer at the same or higher appointment level from outside the Division.

Search Committee Chair Guidelines

1. The Chair is responsible for leading the committee and regularly updating the Division Director (or Designee), Hiring Manager, and HR Center on committee’s progress.

2. The Chair develops the Recruitment  Plan in conjunction with HR staff —
· Determine selection criteria and develop letter requesting references.

· Discuss potential recruitment sources (e.g., advertising, networking, outreach); include diversity sources based on underutilization data.
· Determine method of committee review of materials (e.g., eRoom, email, meetings).
· Develop search timelines and target hire date.

Search Committee Guidelines

1. Review & discuss recruitment plan and suitable search criteria.
2. Discuss networking strategies.
3. Finalize search timelines and target hire date.
4. Develop interview questions in conjunction with HR staff.
Available Supporting Materials:

· Position Description Template

· Preferential Rehire/Recall List

· Job Posting Language Template

· Recruitment Plan Template

2. RECRUITMENT 

(*) Search Committee with support from HR staff and/or administrative designee —
1. Actively network with colleagues and/or professional associations to ensure a broad and diverse applicant pool (“Dear Colleague” letters).
2. Use at least one of the following methods to ensure a broad and diverse applicant pool:

a. Advertise in relevant national or international trade publications (print ads); and/or 

b. Advertise on relevant Web sites.

Recruitment Guidelines

1. Maintain a target list of future candidates with outstanding scientific potential, especially those from under-represented populations.

2. Recruit/advertise to gain a diverse pool of applicants by targeting sources that are directed toward underrepresented populations.

3. Publicize the position broadly, taking advantage of job recruitment opportunities at conferences and informal contacts with colleagues in addition to formal advertisements in print and on-line.

3. SCREENING 

Search Committee Guidelines

1. Review CVs, publications lists and supporting documents to arrive at preliminary list of candidates.

2. Obtain letters of recommendation for selected candidates, using a standard reference letter solicitation request outlining the important position qualification criteria and/or desired peer comparisons.

3. Further evaluate preliminary list of applicants to arrive at a short list. Follow-up phone contacts, and/or screening interviews by phone or video conference may be conducted to narrow the search; if so, documentation of this additional information should be added to the candidate’s file.

4. If referees did not provide peer comparisons for all short-list candidates, follow-up with requests for this information and include in candidate’s file.

5. Invite short-list candidates for an interview at the Lab.

(*) Letters of Recommendation are Required

Recommended Number of Letters of Recommendation by Job Classification
	Job Title
	External*

(no less than)
	Total 

	Career-Track Research Scientist/Engineer 
	2
	3

	Career Research Scientist/Engineer
	2
	3

	Career-Track Staff Scientist/Engineer 
	4
	5

	Career Staff Scientist/Engineer 
	4
	5

	Career-Track Divisional 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.

Available Supporting Materials:

· Letter of Solicitation for Reference Letters Template
4. CANDIDATE VISIT 

Candidate Visit Guidelines

1. Arrange seminar and/or presentation to the Search Committee or Division (as applicable).

2. Schedule interview(s) with Search Committee and other Division scientists, e.g., Division Director and Division Staff Committee members, and Division scientists working in similar area.

3. Send Interview Packet and Agenda to candidate(s).

4. Schedule appointment with HR Center to provide information about LBNL, its benefits, and to answer any questions the candidate(s) may have.  HR Center to provide employment application and DOE FACTS Questionnaire to candidate(s).
HR Center

1. If position requires Laboratory Staff Committee (LSC) review, contact HR Policies Analyst to schedule an LSC meeting.  Provide estimated time when case will be ready for review.

2. If meeting with candidate(s), provide employment application and DOE FACTS Questionnaire to candidate(s).

3. If final candidate will require a visa, contact IRSO regarding candidate’s visa requirements and update Hiring Manager (Hiring Supervisor) of estimated time to obtain a visa.  NOTE: provide this information only if the candidate is the successful candidate.

Available Supporting Materials:

· Interview Packet for candidates
5. FINAL SELECTION 

Search Committee Guidelines

1. Schedule Search Committee meeting for de-brief discussions and candidate assessment.
2. Solicit input from Division members who conducted interviews and/or attended the candidates’ seminars.

3. Conduct in-depth reference checks of leading candidate(s).
4. Select final candidate for hire recommendation.

5. If desired, prepare a ranked list of acceptable candidate(s), should the top candidate decline the employment offer.

Available Supporting Materials:

· Reference Check Guidelines
6. SEARCH COMMITTEE RECOMMENDATION 

(*) Search Committee (To be done in conjunction with HR Center)

1. Prepare the Suitable Search Summary (SSS) documentation, and review with HR.   SSS must include the following in this order:

· Position Description

· Search Committee membership and Chair

· Copy of the job advertisement(s)

· A list of where the job advertisements were posted, including web address for any Internet postings and a brief description of each site.

· Summary of efforts made to broadly recruit among professional networks, and efforts made to recruit underrepresented groups. 

· Sample reference letter solicitation, if used.

· Summary of the total number of job applicants and the number of short-list applicants invited to visit.  Include the number of applicants from underrepresented groups in the short list.

· Copy of selected candidate’s CV and a list of the referees providing letters, including their titles and institutional affiliation, and their qualifications to judge the candidate.

2. Prepare the Search Committee recommendation for hire, include the following documents in this order:

· Memo from the Search Committee Chair to the Division Staff Committee (DSC) reporting on the Search Committee’s activities and the reasons for selection of the top candidate, including Suitable Search Summary information.
· A ranked list of acceptable candidates, should the top candidate decline the employment offer, may also be included at the Search Committee’s discretion.

· Copies of the letters of reference obtained for the selected candidate. 

· A summary of any additional reference checks, e.g., phone calls.

3. Send the recommendation for hire to the Division Staff Committee (DSC).

Available Supporting Materials:

· Hire Recommendation Template (includes summary of suitable search and hire justification)

· Statement of Referees’ Affiliations Template

6. DIVISION STAFF COMMITTEE (DSC) REVIEW 

Division Staff Committee

1. Review the Search Committee recommendation for hire. 

2. Confirm, with HR, that suitable search requirements have been met.

3. Recommend for or against proposed hire.

Division Staff Committee Chair

1. Summarize the DSC recommendation via a memo and forward the memo along with the Search Committee recommendation package to the Division Director (cc: HR Center). 

Available Supporting Materials:

1. DSC Chair Memo Template

7. DIVISION DIRECTOR APPROVAL 

Division Director
1. Review the DSC’s recommendation and Search Committee’s documentation.

2. It is suggested that for Divisional Fellow, Senior Scientist/Engineer, and Senior Faculty Scientist/Engineer cases, a meeting is held with all Divisional Senior Staff to present the case and conduct a ballot, which is advisory to the Division Director.
3. Communicate approval (or non-approval) to DSC Chair, Search Committee Chair and HR Center.
4. In case of approval, determine salary recommendation in conjunction with HR Center.

5. For career-track Staff Scientist and all Research Scientist positions, contact the top candidate to notify him or her of the pending offer.

6. For career Staff Scientist, Divisional Fellow or Senior Scientist positions, forward the case, in conjunction with the HR Center, to the Laboratory Director or Deputy Director for review.  Attach the following documents to the case:

· Hire request form with salary justification

· Market Reference Zone plot

· Salary offer worksheet with Lab-wide peer comparators 

7. Once the necessary approvals have been obtained, contact candidate to notify them of the pending offer.

Available Supporting Materials:

· Division Director Transmittal Memo Template

8.  LABORATORY DIRECTOR OR DEPUTY DIRECTOR REVIEW 
[Applicable to Staff Scientist/Engineer, Divisional Fellow, Senior Scientist/Engineer, and Distinguished Scientist/Engineer positions]

Laboratory Director or Deputy Director

1. Review the Division’s recommendation for hire.

2. For Career Staff Scientist—
a. Communicate approval or non-approval to Division Director and HR. 

3. For Divisional Fellow, Senior Scientist or Distinguished Scientist—
a. Determine if case warrants further review by the Laboratory Staff Committee (LSC) and communicate decision to Division Director and HR.
b. After case has been reviewed by the LSC and their advice is provided, communicate approval or non-approval to Division Director and HR.

c. In case of approval, send Labortaory Director’s appointment letter to applicant (cc: Division Director and HR Center).

Division Director in conjunction with HR Center

1. In case of approval for Career Staff Scientist/Engineer positions, skip to Human Resources Process.

2. In case of approval for LSC review for Divisional Fellow, Senior Scientist/Engineer or Distinguished Scientist/Engineer positions, forward case to the LSC for review. Omit the following documents from case:

· Hire request form with salary justification

· Market Reference Zone plot

· Salary offer worksheet  with Lab-wide peer comparators

9. LABORATORY STAFF COMMITTEE REVIEW 
[Applicable to Divisional Fellow, Senior Scientist/Engineer, and Distinguished Scientist/Engineer positions]

Laboratory Staff Committee

1.  Review the nomination for hire case and conduct a vote.  
2.  The LSC Chair will communicate the advice of the LSC for or against the hire to the Laboratory Deputy Director or Director.

10. HUMAN RESOURCES PROCESS

HR Center

1. Send Background Check form to final candidate to complete. Also, send Employment Application and DOE FACTS Questionnaire if not already completed.

2. If final candidate will require a visa, contact IRSO regarding candidate’s visa requirements and update Hiring Manager (Hiring Supervisor) of estimated time to get a visa.  NOTE: provide this information only if the candidate is the successful candidate.

3. Solicit Division approvals and Compensation approval (if required).

If there is approval to hire and total compensation (includes base pay, stipend, and sign-on bonus) is equal to or above $205k, proceed with steps 4 – 7; otherwise, proceed to step 9:

4. Contact Compensation regarding possible additional approval from UCOP Regents.
5. If additional approvals are required, inform Division Director and Hiring Supervisor of case timeline.

6. If applicable, develop HR’s contingent employment offer letter with language regarding UC Regents’ approval for compensation and give to Hiring Manager (or Hiring Supervisor).

7. After Compensation obtains UC Regents’ approval, confirm final details of compensation package.

8. Revise and provide final HR employment offer letter and give to Hiring Manager (or Hiring Supervisor).

9. Have Division Director (or Designee) certify that a suitable search was completed.  Add certification to file.

10. Close job.

Hiring Manager or HR Center

1. Communicate offer of employment to candidate.

Hiring Manager or Search Committee Chair

1. Once the final candidate accepts the offer of employment, inform other interviewed candidates of filled position.

2. If the final candidate does not accept the offer of employment, go to the next acceptable candidate, if any.  

3. If the final candidate does not accept the offer of employment, and there are no other candidates to offer employment to, resume recruitment.

HR Staff
1. Inform all other applicants of filled position.

Available Supporting Materials:

1. Hire documents including (a) LBNL Job Application; (b) Background Check Release form; and (c) DOE FACTS Questionnaire

2. Employment Offer Letter Template

3. UC Regents’ Compensation Approval Confirmation Letter
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