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Open Recruitment Process Guidelines
Including Roles and Responsibilities
The Recruitment Team is expected to work in partnership with the hiring manager/search committee chair and other staff involved in the open recruitment process to deliver services that are consistent with the Open Recruitment Process. Recruitment activities for each open position will be tailored, consistent with the model, to the needs of the division and in accordance with the below roles involved in the recruitment process.  The Applicant Tracking System (ATS) is the system of record for housing the requirements, candidate data, selection and offer information. 

People
The people involved in the Open Recruitment process must adhere to the following expectations:
· Must participate in the open recruitment effort and fulfill the requirements of their respective role.
· Maintain confidentiality of candidate discussions.
· Treat all applicants in a similar, consistent and fair manner at all stages of the search.
· Uphold Berkeley Lab’s commitment to diversity and inclusion in the workforce and conduct the open recruitment in an unbiased manner. 
· Adhere to equal opportunity and affirmative actions requirements where applicants receive consideration for employment without regard to race, color, religion, sex, sexual orientation, gender identity, national origin, disability, age or protected veteran status. 
· Communicate regularly with each other since more than one person is involved in conducting an open recruitment, and to ensure momentum in the recruitment process.  

Recruiter – Facilitates the recruitment process in accordance with the formal business process that is aligned with policy.  Accountable for making sure recruitment activity data and process steps are appropriately collected in the ATS.
Recruitment Coordinator – Supports Recruiters and manages the recruitment process flow in the ATS.  Oversees logistics through the lifecycle of an open position.  May train interview team/search committee members and administrative support staff on how to navigate the ATS. 
Hiring Manager or Search Committee Chair – Makes decisions regarding the recruitment of an open position. Responsible for developing and finalizing the selection criteria. Leads the interview team or search committee and partners closely with the Recruiter and/or Recruitment Coordinator on recruitment activities throughout the open position’s lifecycle.  Equally accountable for ensuring the interview team or search committee follows the recruitment process in accordance to policy and the Berkeley Lab Affirmative Action Plan.
Interview Team or Search Committee – Participates in the screening of applicants and interviews the best qualified candidates and provides recommendations for hire.
Division Administrative Support – Supports the hiring manager/search committee chair on recruitment activities. Schedules interviews by booking conference rooms and blocking time on the interview team/search committee members’ calendars.  Sets up site access/parking and coordinates travel arrangements for interviews.  May assist with the accessing resumes/CVs in the ATS, upon request and on behalf of the hiring manager/search committee chair. 
HR Division Partner – Partners with the recruitment team and hiring manager/interview chair to review final candidates against the peer group.  May also help with screening and interviewing candidates.  Provide salary guidance and recommendations.  Serves as a resource when there are questions about a position/work scope/level of an open position.
Compensation Analyst / Consultant – Serves as the subject matter expert on compensation activities, such as equity in pay.  Must approve hire bonus justifications.  Reviews all executive compensation and coordinate approval. 
IRSO Advisor (HR Shared Services) – Serves as the subject matter expert to provide guidance and support and processing for obtaining employment visas and work authorizations.  
Onboarding team (HR Shared Services) – Handles the hiring and onboarding activities of new employees including conducting background checks and ensuring the documentation and processing of new hire requirements.  Initiates surveys for hiring managers and new hires on the recruitment experience, and implements continuous process improvements.

Process
Recruitment Plan
A Recruitment Plan is an interactive and ongoing exchange between the hiring manager and the Recruiter to discuss the recruitment strategies, such as advertising, essential required competencies/experience, qualification criteria, the screening process, sourcing talent, and recruitment logistics (people involved in the recruitment process, other recruitment collaborators and administrative support).
· The Recruiter collaborates with the hiring manager or search committee chair to develop a recruitment strategy plan when a position is opened. The Recruitment Plan will follow the documented Recruitment Plan Process.  The focus of the recruitment strategy plan:
· For the hiring manager/search committee chair - Gain an understanding of the open recruitment process.  Understand the requirements including understanding underultiziation data.  Understand when key decisions  are required at initiation and during the process.
· For the Recruiter - Gain an understanding of timing: frequency of recruitment status updates, when the position needs to be filled, if there are funding drivers impacting when the position needs to start/end. Understand the critical skill/criteria sought by the hiring manager. 
· For both hiring manager/search committee chair and Recruiter -  Review all the logistics for the recruitment process including identify all the key people that will be involved, project/activity ID and approvals for each step of the process. Agree upon who will screen candidates.
· The Recruiter or Recruitment Coordinator records the recruitment strategy plan in the ATS.
· The Recruiter summarizes the recruitment strategy plan in writing after the hiring manager/search committee chair agrees on the recruitment approach. 
· The Recruiter will partner with the hiring manager/search committee chair throughout the lifecycle of the open position and may review and revise the recruitment plan as necessary to meet the hiring manager’s recruitment/business needs.
· The hiring manager/search committee chair will contact potential interview team/search committee members and confirm the final team.  The hiring manager/search committee chair will ensure the interview team/search committee is diverse. The hiring manager/search committee chair will provide the names of the interview team/search committee members to the Recruiter or Recruitment Coordinator, so the ATS is updated.  
· The hiring manager/search committee chair will inform the division administrative support person that his/her support is needed.

Sourcing /Outreach
Sourcing and outreach is a shared responsibility.
· The Recruiter will execute the recruitment strategy plan by advertising the position according to plan.  The position will automatically be place in America’s Job Exchange, NorCal Higher Education Recruitment Consortium (HERC), California Employment Development Department (EDD).
· The Recruitment Coordinator will place the ads with the third party advertising vendor using the provided Project/Activity IDs provided by the hiring manager / search committee chair in accordance with the recruitment plan.
· The Recruiter may conduct passive searches for candidates using social media tools to attract potential candidates to the open position.
· The hiring manager/search committee chair and search committee team members shall share the open position using their professional networks/contacts (e.g., LinkedIn, division Facebook page).
· Employees are encouraged to take advantage of the Employee Referral Incentive Program (ERIP).  

Screening 
· The hiring manager/search committee chair have access the ATS to review applicants that apply to the position.  If the applicant meets the basic qualifications, the applicant requires further review and cannot be disqualified.  NOTE: If a final filing date was noted in the job posting and the applicant applied after the final filing date., then the applicant can be disqualified.  
· As determined in the recruitment plan process, the Recruitment Coordinator will ensure that all interview team/search committee members and appropriate support staff have accesses to the ATS, so resumes/CVs of applicants can be reviewed. 
· If a print-out or download of resumes/CVs is requested by the interview team/search committee members, the division administrative support will provide this service.
· The Recruiter may offer the hiring manager/search committee chair tools and resources for screening applicants who have met the basic qualifications if further screening is needed to determine the best qualified. 
· The hiring manager/search committee chair is responsible for reviewing the candidates and determining who is the best qualified and will be responsible for conducting further screening of candidates that meet the basic qualifications. 
· The Recruiter will ensure that all applicants are reviewed and dispositioned in the ATS in accordance with the documented process based on feedback provided by the hiring manager/search committee chair.  Dispositioning of applicants in the ATS may be completed by the hiring manager/search committee chair or delegated to the Recruitment Coordinator.

Interview/Evaluation
· Prior to interviews being conducted, the Recruiter will work with the hiring manager to develop interview questions.
· Prior to the interviews, the Recruiter or Recruitment Coordinator, in partnership with the hiring manager/search committee chair, will review the interview and selection process and logistics with the interview team/search committee.
· The hiring manager/search committee chair is responsible for ensuring the interview team/search committee members understand the selection criteria established to evaluate each interviewed candidate, and also for ensuring that each candidate is handled in a consistent and uniform manner. 
· The division administrative support person will book the conference room and schedule time on the interview team/search committee members’ calendars. Also, contact the candidates to schedule their interviews, provide site access and an agenda including who they will be interviewing with (name and title). Site Access should be arranged via the Visitor Pass Request system.  NOTE: hiring managers and division administrative support staff should never ask a candidate about citizenship information.  
· The Recruitment Coordinator will provide any guidance the division administrator needs.
· If travel and lodging is required, the administrative support person will coordinate these services.  If arranging for airfare, utilize the Berkeley Lab’s travel agency.  It is fine to initiate contact with the travel agency, but do not collect personal information from the candidate (such as citizenship information, DOB, etc).  Rather, put the candidate in contact with the travel agency to provide this sensitive information.   
· The division administrative staff is responsible for coordinating any on-site travel the candidate must make during the interview (e.g., interviews/seminars held in different buildings). 
· The Recruitment Coordinator will make sure that the interview team/search committee members have an electronic copy of interview questions and the resume/CV of candidates being interviewed.  This may be coordinated in directly thought with the division administrative support or hiring manager/search committee chair.
· For S&E positions, if a seminar or talk is required, the division administrative support will book the conference room and email the invitation to the appropriate division audiences. 

Selection
· For non-S&E positions, the Recruiter will provide the hiring manager or search committee chair with a reference check template.  If the hiring manager wants to tailor the reference check questions, the hiring manager should verify the questions are acceptable with the Recruiter.  The hiring manager or search committee chair is responsible for conducting the reference check.  
· For current and former internal final candidates, the hiring manager/search committee chair make an appointment with the HR Division Partner to review the personnel file and past performance reviews as a part of the reference check.  
· For S&E positions, the search committee chair is accountable for preparing a documented open recruitment case, per Berkeley Lab’s policy.
· The hiring manager/search committee chair will provide the Recruiter with a cc: to the Recruitment Coordinator a justification for hiring the final candidate and a short justification as to why the other candidates were not selected.  If the hiring manager/search committee chair has a contingent finalist (e.g. candidate B), this information shared with the Recruiter. 
· Once the finalist is identified, all candidates interviewed should be disposition accordingly in the ATS by the Recruitment Coordinator or Recruiter.
· According to the recruitment plan, the individual will notify interviewed candidates of their non-selection. Ideally, interviewed candidates should be personally notified. Others may receive a canned notification from the ATS.

Offer
· The Recruiter will partner with the HR Division Partner (or Sr. HRDP) and hiring manager/search committee chair to determine a salary recommendation for the final candidate. Salary will be reviewed in accordance with the candidate’s experience and that of the peer group within the same job classification.  A Compensation Consultant should be consulted for equity in pay guidance. If the position is being offered to an internal candidate, the HR Division Partner (or Sr. HRDP) should be notified and the action should be reviewed to see if posted promotion will impact the division’s Compensation Increase Plan allocation.  For posted promotions where the total fiscal salary increase is equal to or greater than 25%, Lab Director approval is required before an offer can be made.
· If the candidate lives more than 250 miles from the Berkeley Lab, the Recruiter will discuss relocation assistance options with the hiring manager/search committee chair.  It is division management’s decision if relocation assistance is desired, the benefits and amount(s) offered.  The Recruitment Coordinator will arrange relocation cost estimates with the third party relocation vendor, in accordance with Lab’s policy.
· The Recruiter will partner with the hiring manager/search committee chair to discuss the desire to offer a hiring bonus and the amount.  A hire bonus may be offered a long as it meets the criteria as defined in the Hiring Bonus Guidelines.
· For S&E positions, the open recruitment case must be approved in accordance with the Lab’s policy prior to making an offer. 
· Once the details of the offer are gathered, the Recruitment Coordinator will process the offer in the ATS and route it for approval.  If the candidate requires an employment visa, then the IRSO Advisor will be added to the offer approval.
· The hiring manager/search committee chair and Recruiter will determine who will make the verbal offer.  If a division representative is making the offer, the Recruiter or Recruitment Coordinator will provide a verbal offer script to follow. Once the verbal offer is made, the Recruitment Coordinator will send the electronic formal Berkeley Lab “condition of employment” offer via the ATS. 
· If the candidate counter-offers, the Recruiter will review the details with the hiring manager/search committee chair to respond to the counter-offer.  
· Once the candidate verbally accepts the offer the Recruiter of Recruitment Coordinator will move the new hire to the onboarding process in the ATS for the HR Service Specialist to complete. For new hires requiring employment visas, the IRSO Advisor will move the new hire to the onboarding process in the ATS for the HR Shared Services team to complete.  

Technology
Taleo – The applicant tracking system (ATS) that serves as the system of record for all recruitment activity and candidate activity.  Other systems should not be used to record and maintain candidate and applicant data for a recruited position to ensure data continuity through the downstream systems and/or to ensure data and record management meets security and record management compliance requirements.
Interview Stream  - An available tool for prerecorded screening interviews and live interviews.  
LinkedIn – A professional social media platform that Recruiters use to source passively search for candidates and post open positions.  Hiring managers and interview team/search committee members shall post open positions on their LinkedIn feed and in LinkedIn groups to attract more candidates. 
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