Additional Updates to Staff Scientist Tab
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The position description template and link is missing in the Staff Scientist tab. Please upload the new attached position description attachment with a link.

[image: ]
[bookmark: _GoBack]The position description template is incorrect (old version) in the Staff Scientist tab under Promotion Case Documents. Please remove the old template and replace it with the new one that I have included as an attachment in the email request.
Link - https://commons.lbl.gov/download/attachments/128845886/Position_Description.doc?version=1&modificationDate=1465404622626&api=v2
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Surveys Hire and Promotion Process
New Case Templates

HR Services

The case templates for hiring or promoting a candidate into a Staff Scientist appointment have recently been

-
‘Employee Development revised for consistency and effectiveness. Below are key improvements:

(BLY
PEmployee Seif Senvice 1. Three memos are consolidated into one. All approvers can indicate approval and attach their comments to

the memo,
HR Documents and Forms 2. Promotion criteria are listed on the Description of Research (completed by candidates for promotions only)
and the Evaluation Memo templates.

3. Reference criteria are defined on the Statement of Referees’ Affliations template.

HR Policies & Contracts
Reduction In Force/Time

Tuition Assistance Program Salary Setting

Include the Compensation Analyst as part of the salary review/setting process.
Other Resources Approval Path
Benefits & Compensation

Career-Track: The promotion and hire cases remain within the Division. These cases do not require review and
Diversity & Inclusion approval by the Lab Staff Committee or the Lab Director's office.
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ire Case Documents
1. Case Cover Sheet template

Lists points of contacts, required case documents, and the responsible person completing each document.
Typically, the case is organized in a single PDF by administrative support

2. Statement of Referees' Affiliations template

Atemplate for the responsible manager to provide information regarding the letier writers and thelr affiiation
with the candidate. This template includes the reference criteria

3. Letter of Solicitation Reference letter template
A letter for the Division Director (or designee) to solicit for references. It includes the hire evaluation criteria
4. Hire Evaluation Memo template

Atemplate for the Search Comittee Chair to write an assessment on the candidate’s suitability for hire. This.
requires approval by the Division Staff Committee Chair, Division Director, Associate Lab Director, and Deputy
Lab Director.

5. Position Description Template

Promotion Case Documents
1. Case Cover Sheet template

Lists points of contacts, required case documents, and the responsible person completing each document.
Typically, the case is organized in a single PDF by administrative support

2. Request for Supporting Documents email template

Atemplate for the responsible manager to solicit documents (e.g., Description of Research) from the candidate.
‘This document s not part of the case

3. Description of Research template

Atemplate for the candidate to provide details about their research accomplishments and suitabiliy for
promotion

4. statement of Referees' Affiliations template

Atemplate for the responsible manager to provide information regarding the letier writers and thelr affiiation
with the candidate. This template includes the reference criteria

5. Letter of Solicitation Reference letter template

A letter for the Division Director (or designee) to solicit for references. It includes the promotion evaluation
criteria

6. Promotional Evaluation Memo template
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Berkeley Lab is an Equal Opportunity/Affirmative Action Employer. All qualified applicants will receive consideration for employment without regard to race,
color, religion, sex, sexual orientation, gender identity. national origin, disabilly, age, or protected veteran status. Click here to view the poster:
“Equal Employment Opportunity is the Law".
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5. Position Description Template

Promotion Case Documents
1. Case Cover Sheet template

Lists points of contacts, required case documents, and the responsible person completing each document.
Typically, the case is organized in a single PDF by administrative support

2. Request for Supporting Documents email template

Atemplate for the responsible manager to solicit documents (e.g., Description of Research) from the candidate.
‘This document s not part of the case

3. Description of Research template

Atemplate for the candidate to provide details about their research accomplishments and suitabiliy for
promotion

4. statement of Referees' Affiliations template

Atemplate for the responsible manager to provide information regarding the letier writers and thelr affiiation
with the candidate. This template includes the reference criteria

5. Letter of Solicitation Reference letter template

A letter for the Division Director (or designee) to solicit for references. It includes the promotion evaluation
criteria

6. Promotional Evaluation Memo template

Atemplate for the responsible manager to write an assessment on the candidate’s suitabiliy for promotion.
‘This requires approval by the Division Staff Committee Chair, Division Director, Associate Lab Director, and
Deputy Lab Director.

7. Position Description Template
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