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Fostering Diversity Goals in Recruitment
1. The Diversity Interests [Division Staff Committee]
a. Identify the authority to delineate/resolve Diversity issues

b. Identify the Divisional agent to uphold the interests of equity, compliance

c. Identify efforts to ensure compliance with EEO mandates for encouraging qualified applicants with disabilities, Vietnam-era veterans, and veterans with disabilities

d. Evaluate under-utilization 

i. Availability

ii. Current Divisional census

iii. Hiring projections and needs

d. Formulate Annual Divisional Affirmative Action Compliance Plan

i. Placement goals

2. The Search Committee [Division Staff Committee]
(Policy issues are the concern in this section, rather than implementation)

a. Composition - representation of women/minorities

b. Training

c. Advocacy of Affirmative Action within the committee

3. Understanding the nature of the position to be filled [Division Staff Committee] [Search Committee]

a. Requirements, qualifications

b. Urgency

c. On-the-job training required?

d. Communication, inter-personal skills required?

e. Specific skills vs. broad training?

f. Divisional/Laboratory under-utilization considerations

g. Consider appropriateness of position for internal Lab recruitment

h. Set priorities for this recruiting effort

i. Sign off on these descriptions for the particular job opening

4. The Job Description (Posting, Current Job Opening-CJO)

Devised to match the nature of the position - write it down [HR Center]
Sign off on the description [Division Staff Committee]
5. Advertising the Job Opening [HR Recruiting]
a. Determine the desired extent of the Search net

b. Maintain lists of various Search extents

c. Broadcast request for application to the desired net

6. Networking to attract desirable applicants [The Division] [HR Recruiting]
a. The Football Coach analogy: pursuit of desirable candidates, not simply waiting for applications to appear

b. Recognize the intense level of competition - there is only one black HEP physicist produced every two years

c. Build the Living List

d. This needs to be a continuing activity

7. Receive and Compile Submitted Applications [HR Recruiting]
a. Acknowledgement of receipt

b. EEO solicitation, responses

c. Review previous or related applications for recent postings for additional candidates

d. Follow-up for incomplete applications

8. Criteria to screen submitted applications [HR Recruiting] [Search Committee]
i. Should be written down prior to initiating processing submitted applications

ii. Screen to include candidates, not to narrow the pool

iii. This decision is digital - up or down (accept/reject submitted application)

iv. Sign off on the qualifying criteria [Division Staff Committee]
9. Identification of the Qualified Applicants [HR Recruiting]
a. Screening process – with the criteria in place, this should be an automatic process, with no subjectivity

b. Documentation – each unqualified application must be documented with the reasons for failure

Review Point – evaluate to justify proceeding with this recruiting effort (or back-tracking) 

10. Evaluation of the quality of the applicant pool [HR Recruiting]
For all, and separately for only accepted (qualified) applications:

a. Gender/ethnicity break-down of the applicant pool

b. Comparison with Available Pool

c. Assessment of the sufficiency of the search [Division Staff Committee]
d. Have available, prior to the point of need, the contingency plan for the event that the Search must be broadened

11. Identification of the Short List [Search Committee] [HR Recruiting]
Prior to the actual selection:

a. Decide on the (weighted) criteria for inclusion on the Short List

b. Decide how many applicants should be promoted to the Short List

c. Select the process by which the Short List is generated

d. Identify the documentation that should accompany the selection

e. Identify a process to deal with reference letters from unfamiliar sources

f. Have available, prior to the point of need, the contingency plan for the event that the Search must be broadened

Sign off on this process [Division Staff Committee]
Review Point – evaluate to justify proceeding with this recruiting effort (or back-tracking) 
12. Evaluation of the Process Leading to the Short List

a. Gender/ethnicity break-down of the List members [HR Recruiting]
b. Comparison with Available Pool [HR Recruiting]
c. Assessment of the sufficiency of the search [Division Staff Committee]
13.  Identify Interviewing Procedures [Search Committee] [HR Recruiting]
a. Identify number of interviews

b. Identify classes of interviewers – consider Lab interviewers outside the Division

c. Identify mechanics of the interview (one-on-one, a committee, etc., duration)

d. Identify allowed questions

e. Identify proscribed questions

f. Training the interviewers

g. Prepare a scorecard to be completed by the interviewer

h. Specify documentation during/after the interview

14. Interview Candidates on the Short List [Search Committee] [HR Recruiting]
a. Collect and summarize interview appraisals

b. Consider informal meetings with women or minority staff, to give candidates a sense of the Lab

c. Complete the interview process with a close-out that provides the applicant with a most positive impression of the Division and of the Lab

Review Point – evaluate to justify proceeding with this recruiting effort (or back-tracking) 
15. Select Candidate to nominate for the Vacant Position [Search Committee] [HR Recruiting]
a. Process?

b. Labeling one of the candidates "most promising" may make it difficult for other candidates to be fully considered

c. Have in place a plan in the event that the job offer is not accepted

16. Proceed with Divisional review and action on Search Committee recommendation 

Continue with Lab-level actions if applicable

17. Notify accepted candidate, and receive acceptance of employment offer

With a firm acceptance, notify other candidates 

Keep these other candidates on Divisional Living List

18. Assess This Recruiting Effort

a. Write a Report describing the recruiting process, and the results of the various selection steps

b. Delineate lessons learned, and indicate where improvement is required

19. Assess Divisional Recruiting Achievements to Date

Hi Joe,

I got the "1-pager" from Spenser. It is clearly less than I propose, or what is needed. It is even less than what my cautious and circumspect colleague Ed Sayson advocates in his ppt presentation.

However, getting some more detailed examination of the Living List,  how it is formed, how it is modified, how it is used, etc., is a worthwhile exercise in my opinion. Maybe we can encourage Spencer to pursue the delineation of the properties we desire for the Living List.
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