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RECRUITMENT PLAN - Job Details


Project ID: 
	Working Job Title:

	Requisition #:

	Date Opened: 

	Division:

	Department:
	Group:

	Hiring Manager: 
	Contact Info:

	Others involved in 1. Reviewing resumes

                              2. Interview & selection (Should reflect the desired diversity of the applicant pool.) 
              

	Cc: HR Generalist and/ or Admin Assist


	Classification Code:


	Salary Range:

	Reason for Job Opening:

	[image: image2.wmf]Have you identified how many people you’ll need for this project/funding/quarter? How does this position map to your strategic programmatic needs?
When is the anticipated start date for this position?


RECRUITMENT PLAN – Strategy for Diverse Recruitment 

RECRUITMENT PLAN – Recruiting & Selection Milestones
· Determine recruitment goal, specified by underutilization in job category/ Division.
· Work with HM & other stakeholders to establish/maintain a “living list” of potential candidates.

· Carry out advertising, networking and sourcing components of the recruitment plan.

· Screen applicant resumes.
· Phone screen applicants (Develop list of competency-based questions).
· Present resumes to hiring manager (+ other stakeholders).
· Does the applicant pool appear diverse?
· Schedule interviews. (Who handles the hiring manager’s calendar?)
· HR Generalist provides hire justification form to hiring manager.

· Interview Committee (Do the members reflect the diversity of the candidates?)

· Who is the designated committee member accountable for diversity in the interview/selection stage?
· Is the pool of interviewees diverse, according to specified recruitment goal?
· Determine list of competency-based interview questions (and provide illegal questions to avoid).
· Reference checks (using standard list of questions for each job).
· Hire offer is extended.
· Communicate non-selection to the candidates who interviewed (after finalist accepts offer).
· Assess recruiting activity overall & provide results to hiring manager.
· Send Recruiting Services Assessment e-survey to hiring manager.

· Send Candidate Feedback e-survey to candidates who experienced the interview process.
Good Faith Efforts

Guidelines for Hiring Managers & Supervisors

As a component of the Strategic Recruitment Initiative recommended to Lab Director Steven Chu by the Best Practices Diversity Council, the following are guidelines on good faith efforts in recruiting and selection. Each Division will be accountable for fully integrating diversity planning for career appointments into its short and long-term planning. These guidelines are essential steps toward increasing diversity in applicant pools and strengthening accountability in all Divisions.
The following are examples of good faith efforts as specific actions:

General:  Promote equal employment opportunity and achieve a work place that is free of discrimination.

· Communicate our commitment to EEO/AA goals to all employees.

· Evaluate managers/supervisors for making good faith efforts in EEO/AA; Document in performance evaluations.

· Ensure departmental processes, procedures, and systems are nondiscriminatory and free of bias.

· Process and/or maintain EEO/AA records in accordance with established procedures.
· Ensure reasonable accommodations are made for disabled employees.

· Take appropriate and timely action when there’s been an allegation of discriminatory practices in the selection process.

Recruitment:  Ensure opportunities for all qualified applicants, including underutilized groups.

· Identify affirmative action placement goals for all job openings.

· Work with Recruiting team to develop a general and targeted recruitment strategy, including a strategy for internal Lab recruitment, as soon as the need or vacancy is identified.

· Identify potential candidates for recruitment (with your Recruiting team) who may be able to meet your underutilization placement goals.

· Work with your Recruiting team to initiate and maintain a relationship with potential candidates for recruitment; “Living List”
· Develop a contingency plan if the initial recruitment effort does not bring in sufficiently diverse pool.

· Allow sufficient time, including extension of recruitment, to recruit a diverse applicant pool.
· Conduct targeted recruitment for all job openings in which there is underutilization.
· Develop recruiting collateral that is specific to inviting targeted applicants.
· Ensure that outreach efforts also encourage qualified applicants with disabilities, Vietnam-era veterans, and veterans with disabilities.
· Indicate Affirmative Action placement goal(s) on the job posting.

· Attend training in Successful Interviewing and Selection.
                                         Good Faith Efforts
(continued)
Selection:  Hire the most qualified applicant using a fair and nondiscriminatory process.
·  Review the Selection process with your Recruiting team to ensure that it treats each applicant fairly and consistently. 
·  Review the interview format and questions for possible bias.  Consult with a diverse group of individuals and your Recruiting team.
· Ensure that reasonable accommodations are made for applicants needing them.
· If using a group interview process, create a diverse selection panel.  Consider using members from Lab staff organizations to serve on your panel.
· Assess all candidates using the same selection criteria.
· Consider all skills that qualify the applicant, including experience with actual tasks as well as transferable skills, when reviewing job applications.
· Interview as many applicants as possible to increase opportunity.
· Use competency-based interviewing techniques.
· Eliminate interview questions that are not job related.  
· Keep written records of all applicants interviewed and be certain that the information recorded relates to the individuals’ ability to perform the required duties.
· Check references after the interview and ask job-related questions about the applicants’ skills, knowledge and abilities to do the job.  Document questions and answers.
· Be consistent with reference checks.  Weigh information received consistently for all applicants.
· Give all applicants an opportunity to address any negative feedback from reference checks.
· Ensure that selection panel members discuss the impact of common biases such as stereotyping, unsubstantiated first impressions that may influence a decision, and assessments based on different “comfort levels” with people of dissimilar groups.
· Document the selection process fully.  Retain all records (interview questions, notes, reference check questions and notes, and the completed Interview Assessment forms.
· Attend training on Competency Based Interviewing.
	Action Date
	Action
	Those involved, 

task master in bold

	
	Set recruitment strategy 

1. HR to assess diversity goal for candidate pool based on Workforce Diversity Office (WDO) consultation.

2. Target

· Individuals

· Organizations
	

	
	· Finalize PD and post it on LBNL Jobs Web-site

· Post on agreed upon Diversity / Niche/Industry specific sites


	

	
	 Develop “Living List” for the search
	Recruiter Name or HM

	
	1. Screening committee meets to evaluate external candidates

2. Will use scoring system based on essential position criteria 

3. Will strive for final candidate pool of at least three but no more than five candidates

4. Check point with WDO

· Is there adequate diversity in the candidate pool consistent with nationwide data on incumbents in this job family?

· Does the candidate pool support Division Diversity Plan goals?

· If no to a) or b), would inclusion of next one or two ranking candidates improve diversity in the candidate pool?
	HM or Search Committee chair will develop scoring system.  Suggested members of resume screening committee:

· Name

·  

	
	1. Invitations for interview sent to external candidates.

2. Develop interview questionnaire

3. Distribute resumes and questionnaires to interviewers.
	


	
	 Schedule Interviews
	Name

	Action Date
	Action
	Those involved, 
task master in bold

	
	1. Conduct interviews 

2. Time slots for each interview will be x minutes – y minutes for interview and up to 45 minutes for interviewers to exchange comments on the strengths and weaknesses of the candidate.  

3. Each candidate to have a closeout interview with HR staff who will explain benefits of UC employment, probationary period, and other important aspects of Lab employment.
	Search Committee chair or HM, plus interview committee
· Name

·  

	 
	Final interview of selected candidate
	Name



	 
	Complete reference checks.  
	Name or

HR Center or Recruiter

	
	Assuming all is OK, make employment offer
	Name  or HR Center or Recruiter

	
	Close candidate on offer / Handle objections
	Name or

Recruiter

	
	Inform non-selected candidates after finalist accepts
	Name

or HR Center or Recruiter

	
	Close-out Report on Recruitment (and share lessons learned)
	Recruiter

	
	Send out eSurvey to HM, Search Committee and candidates
	Recruiter

	
	Start employment.  
	New Hire

	
	
	

	
	
	














Performance Profile (Criteria with which to advertise, source, assess & interview.)





Big Picture: What will the person need to do to become successful? (Get measurable objectives for each major factor in the job, technical needs, etc.)











Biggest challenges in the job. What improvements are needed? What problems need to be solved?











Little Picture: Convert needed skills and “must haves” into actions. Determine what needs to be done with each skill or experience; a measurable objective.











What is the work environment like? (group, group dynamics, facilities, available resources)











Benchmark the Best: Determine traits & abilities of the best people now on the job. Compare the best people already in the job and select traits that predict success.











Additional “Must Haves” (to meet minimum qualifications):


Related Work Experience:








Industry/ Work Setting:








Educational (post docs only) or Certification Requirements:








Recruitment Sources


In-House Systems: 


Database search 


AIRS Oxygen 1. (Post to over 100 broad/diverse websites) 2. Search resume databanks        3. Search/network throughout the web


Contact noted references for additional referrals








Lab employees to network with (In conjunction with the Employee Referral Incentive Program)








Professional Organizations/ Associations; Conferences the hiring manager will be attending








Target Companies/  Potential Candidates (“living list”)








University Programs (Career Center, Alumni Center, Faculty Partnerships)








Websites:


Industry/Niche:


General/ Lab Accounts: Career Builder, AIRS/ 100+ sites, USA Jobs, EDD,                America’s Job Bank


Diversity: 





Print Media:








Internet/ Boolean Search String: 








Specific Keywords and/or Acronyms (with which to build a search):











Underutilization Data: Review the underutilization data for job requisition & refer to the Diversity Action Plan of the respective Division.


Hispanic               Asian/ Pacific Islander      		Female             Male       African American  White                   American Indian/ Alaskan Native         None Noted














HR/ Workforce Planning & Employment
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