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Guidelines for Scientist Selection
This document is intended as a guideline to follow when hiring a CAT 1 & 4 scientist.  A recruitment guideline sent previously by the ARS Associate Administrator’s office is attached 
(see Appendix 1).

Position – A position description for a vacant scientist (SY) position is drafted by the Management Unit (MU), reviewed by the Area Office and then submitted to Office of National Programs (ONP).  When ONP approval is obtained, a vacancy announcement is finalized by HRD and sent to the Office of the Secretary for approval to recruit.  The Search Committee is formed, and the Search Committee begins making contacts with potential candidates.  
Search Committee - The Search Committee is generally composed of a senior SY (GS14-15), a junior SY (GS12-13), local stakeholder(s) (either industry or university), and the MU program assistant.  Committee members must have diverse backgrounds.  The Committee ensures the position is advertised in the appropriate scientific venues (Science, Nature, discipline specific journals) and within underrepresented populations (1890 Universities, American Indian Colleges, etc).  The Committee also identifies potential candidates and sends out letters inviting applicants to apply.  The Committee must document where the position is advertised and their attempts to diversify the candidate pool.

Composition of Evaluation Committee – The Evaluation Committee is selected at the time the vacancy announcement opens. The make-up of the Evaluation Committee must differ from the Search Committee.   The Evaluation Committee is comprised of either a Center Director (CD), Laboratory Director (LD), Research Leader (RL) or senior SY; local stakeholder(s) (either industry &/or university); one other SY; and a technician (not supervised by the vacant position).  Committee members must have diverse backgrounds.  The selection official will send to the Area Office a list of the Evaluation Committee members.  They will also send the position description, a copy of the job announcement, etc. to the Evaluation Committee members.
Certification of Eligible Candidates – Candidate certifications are usually received within 30 days after the vacancy announcement closes.  Copies of applications will be sent by the RL to the Evaluation Committee members (make sure that SSN and DOB information is not on applications).  You must have a candidate selected and your recommendation approved by the Area Director (AD) and forwarded to HRD within 45 business days.
Phone Interviews - If a large group of certified candidates are received, the Evaluation Committee can narrow the pool to a short list of approximately four to six candidates, who they will interview by phone.  Before the phone interviews, the Committee will compile a list of interview questions. Phone interviews should last a standardized length (i.e., 60-90 minutes).  Candidates should be prepared to give a 5 minute description of the highlights of their career that pertain to their candidacy for the position.  Panel members will then ask questions as well as any impromptu follow-up questions and discussion.  Please allow time for the candidate to ask questions at the end of the interview.
On Site Interviews – The Evaluation Committee will conduct on-site interviews with the most qualified candidates (at least two).  These interviews will be coordinated by the location.  Interview components should minimally include:

- Candidate seminar (30-40 minutes) and discussion/Q&A (20 minutes) – provide guidance that seminar should demonstrate scientific capabilities, including vision for science within the unit, as well as research background. 
- Individual or group meeting(s).
- Interview with Evaluation Committee. 

- Feedback from staff can be collected using a form that will be forwarded to the CD, LD and RL.  (see Appendix 2)

- Meeting with local university administrators, faculty, etc. (University Dean).
- Tour of facilities.
- Evaluation committee meeting following the conclusion of the interviews. 
Evaluation Committee Recommendations –The chair will check references for the candidates either before or after the on-site interviews.  A final meeting of the Evaluation Committee will follow on-site interviews to evaluate candidates.  The chair and/or committee will provide strengths and weaknesses of the candidates to the selecting official.  
Final Selection of SY – The RL will make a candidate selection and discuss with the AD.  When approval for the SY selection is received from the AD, the tentative offer will be made by the RL.  ONP will also be informed of the selection by the RL.  A Special Agency Check (SAC) will be initiated by the Human Resource Division (HRD).  Non-selected candidates are notified by the HRD after the selected candidate accepts the offer.  If an Ad Hoc Review is requested and approved by the Area Director, an RPES case is drafted and an Ad Hoc Panel convened by the HRD to review the case.  Once the SAC is complete, a final written offer will be made to the candidate by HRD.

Guidelines for Research Leader Selection
This document is intended as a guideline to follow when hiring a Research Leader (RL).  A recruitment guideline sent previously by the ARS Associate Administrator’s office is attached (see Appendix 1).

Position – A position description for a vacant RL position is drafted by the CD/LD of an MU, reviewed by the Area Office (The Area Office will draft the PD for all units without a CD/LD).  Once the PD is approved by the AD, the PD will be submitted to the ONP.  When ONP approval is obtained, a vacancy announcement is finalized by HRD and sent to the Office of the Secretary for approval to recruit.  The Search Committee is formed, and the Search Committee begins making contacts with potential candidates.  When the announcement opens, the Search Committee begins making contacts with potential candidates.
Search Committee – The Search Committee is set up before the vacancy opens (see Appendix 1).  The Search Committee is generally composed of the Assistant Area Director (Chair), RLs from other Units, local stakeholder(s) (either industry or university), SYs not directly supervised by the RL, and the Area Outreach, Diversity, and Equal Opportunity Manager.  The Committee members must have a diverse background.  The Committee ensures the vacancy is advertised in the appropriate scientific venues (Science, Nature, discipline specific journals) and within underrepresented populations (1890 Universities, American Indian Colleges, etc).  The Committee also identifies potential candidates and sends out letters inviting applicants to apply.  The Committee must document where the position is advertised and their attempts to diversify the candidate pool.
Composition of Evaluation Committee – The Evaluation Committee is selected at the time the vacancy announcement opens.  The make-up of the Committee must differ from the Evaluation Committee.   The Evaluation Committee is comprised of the Associate Area Director (Chair), RLs from other MUs, local stakeholder(s) (either industry &/or university), SYs, and the Administrative Officer (AO).  When the RL vacancy is at a Center or Laboratory, then the Associate AD will be a member of the panel.  The Committee should not contain SYs from the unit the RL is being recruited (due to the possibility of internal candidates).  Committee members must have diverse backgrounds.
Certification of Eligible Candidates – Candidate certifications are usually received within 30 days after the vacancy announcement closes.  Copies of applications will be sent by the appropriate office, (AD, CD, or LD) to the Evaluation Committee members (make sure that SSN and DOB is not on the applications).  You must have a candidate selected and your recommendation approved by the AD and forwarded to HRD within 45 business days.
Phone Interviews - If a large group of certified candidates are received, the Evaluation Committee can narrow the pool to a short list of approximately four to six candidates, who they will interview by phone.  Before the phone interviews, the Committee will compile a list of interview questions (see Appendix 4 for potential questions). Phone interviews should last a standardized length (60-90 minutes).  Candidates should be prepared to give a 5 minute description of the highlights of their career that pertain to their candidacy for the position.  Committee members will ask questions as well as any impromptu follow-up questions and discussion.  Please allow time for the candidate to ask questions at the end of the interview.  Suggested RL competencies to be evaluated are attached (Appendix 5).
On Site Interviews –the Evaluation Committee will conduct on-site interviews with the most qualified candidates (at least two).  These interviews will be coordinated by the location.  Interview components should minimally include:
- Candidate seminar (30-40 minutes) and discussion/Q&A (20 minutes) – provide guidance to candidates that the seminar should demonstrate leadership capabilities (including vision for the MU) as well as research background. 
- Meeting(s) with scientists/staff.
- Interview with Evaluation Committee.
- Candidate meeting with the Associate Area Director/CD, LD meeting to discuss the RL position and the Area’s expectation of the position. 
- Meeting of Evaluation Committee with scientists/staff for their input on the candidate (without internal candidates’ SYs present).  Alternately, feedback from scientists and staff can be collected using a form that will be forwarded to the Associate Area Director (Appendix 3).   

- Meeting with local university administrators, faculty, etc (University Dean).
- Tour of facilities.
- Evaluation Committee meeting following the conclusion of the interviews. 
Evaluation Committee Recommendations –The Chair will check references for candidates either before or after the on-site interviews.  A final meeting of the Evaluation Committee will follow on-site interviews to evaluate candidates.  The chair and/or committee will provide strengths and weaknesses of the candidates to the selecting official (AD/CD/LD).  ONP will be informed of the selection by the AD. 
Final Selection of RL – When approval for the RL selection is received, a tentative offer will be made by the AD. A Special Agency Check (SAC) will be initiated by the HRD.  Non-selected candidates are notified by the HRD after the selected candidate accepts the offer.  If and Ad Hoc Review is requested and approved by the Area Director, an RPES case is drafted and an Ad Hoc Panel convened by HRD to review the case and determine the entry grade of the selectee.  Once the SAC is complete, a final written offer will be made to the candidate by HRD.
