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Staff Scientist Hire Process 

(Career/Career-Track)

                     Case Cover Sheet
  Name of Candidate - Division
Contacts
	Role
	Name of Contact

	HR Facilitator – For Career Only

(Liaison between the Division and Lab Director’s office. Submit Division approved case to the Facilitator)
	Pat Montano

	HR Division Partner or Recruiter
	

	Search Committee Chair
	

	Division Director
	

	Associate Lab Director – For Career Only
	


Case Documents
The hire case should be organized into a single PDF file and bookmarked in the order listed below for review by the Division Staff Committee, Division Director, Associate Lab Director (for Career only), and Deputy Lab Director (for Career only).  

	
	Documents
	Writer

	1
	Case Cover Sheet

Bookmark Title: Cover Sheet
	n/a

	2
	Hire Evaluation Memo

Bookmark Title: Same as above
	Search Committee Chair

	3
	Current Curriculum Vitae (CV) and Publication List

Bookmark Title: CV and Publication List
	Candidate

	4
	Position Description

Bookmark Title: Same as above
	Hiring Manager

	5
	Job Posting - from the Laboratory’s jobs page
Bookmark Title: Same as above
	Recruiter

	6
	Sample Letter of Solicitation for Reference 

(only one solicitation letter included in the case as a sample)
Bookmark Title: Same as above
	Search Committee Chair (or Hiring Manager)

	7
	Statement of Referees’ Affiliations

Bookmark Title: Same as above
	Search Committee Chair (or Hiring Manager)

	8
	Letters of Reference

(same order as listed in the Statement of Referee’s Affiliations)
Bookmark Title: Reference 1 – first and last name, etc…
	Referees
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