
Interview Process 

1. Hiring managers may conduct pre-screening telephone interviews. The pre-
screening will be conducted by at least 2 people: the hiring manager along with 
someone of their choice from within the group. You may or may not be asked to 
schedule these calls which usually last 30 mins.  HR is not required to 
participate in pre-screening calls.  

2. The hiring manager selects the interview panel which includes of at least 1 
interviewer from outside the Division. HR should be invited to attend the 
interviews. The HR Representative is there to monitor and assist and does not 
count as a panel member. Confirm the following with the hiring manager: length 
of the interview, if a tour is going to be included and if the conference room 
needs to be setup prior to the interview with certain equipment or supplies. The 
department administrative assistant should provide the hiring manager with the 
most recent Interviewee Evaluation Form.  
 

3. Prior to the first interview, schedule a 30 min. pre-interview panel discussion. The 
meeting includes the interview panel and the HR representative. The purpose of 
this meeting is to review the position, interview questions, and evaluation sheet, 
so all panel members know the hiring manager’s goals.  

 

4. Create an itinerary to be sent to the interview panel and HR representative. The 
itinerary should include: candidate’s name, position title, position number, date of 
interview, meeting breakdown (identify participants), and tour time and location if 
included. Do not schedule interviews back to back.  Time needs to be given 
between interviews to allow for discussion, bathroom breaks, traveling from one 
room/location to another. HR has asked that you schedule interviews (HR and 
panel) in one building and not have the applicant moving to multiple building. It is 
okay to have the applicant meet with HR in the SSC, or HR is willing to travel to 
the interview location.  
 

5. The department administrative assistant should send the JLab employee 
application to the candidates. Candidates should complete the application and 
return it to the department administrative assistant prior to their interview. The 
candidates’ salary information needs to be included (they should not include 
their SSN). The employee application form was recently updated, be sure you 
forward the most current application. Candidates meet with HR first for about 30 
mins. to review benefit information, then the interview panel. Internal candidates 
do not meet with HR.  

6. Interview packets to the panel and HR Representative should include: itinerary, 
position posting, resume, on-line cover letter and application, JLab employment 
application, and the Interviewee Evaluation Form.  

7. Once the interviews have finished and a candidate has been selected, the hire 
package needs to be sent to Erin Clifton with the following information: position 
posting, original interviewee evaluation forms; JLab employment applications, 



and cover letter & resumes of the top three candidates. An electronic version of 
the Recommendation to Hire form is needed. In it, you should identify the 
candidate and, if there is more than one classification, what classification they 
are being hired for. Erin will review the package and setup the hiring meeting. 
Erin cannot move forward with the hire meeting until the complete hire 
package is received. Sending the hire package through intra-company mail 
will cause a delay in processing. 

 

Updated Forms can be found here: https://www.jlab.org/div_dept/admin/HR/forms.html 

All positions require a position description. Please send an electronic version to 
Cassandra Andrews and Erin Clifton.  

https://www.jlab.org/div_dept/admin/HR/forms.html

