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Overview
e Management skills should be but are not part of academic training
e Hiring staff members is similar to building a team
e Be selective- it is worth waiting for the right hire
e [t is always more difficult to deal with the wrong hire
e Promote teamwork in the hiring process

Attracting and Hiring

Develop the job description first (scientist, technician, administrator,etc)
0 determine what you want
-break down responsibilities into percentage effort.
0 determine what you need
-how to decrease your work load, expand your tools

e Establish the duration of the job, both from your and the hire’s standpoint
e Rate, not rank, the applicants
e Compare the interviewees to your best team member
e Watch for danger signs
0 unexplained absences
o lack of key person in references (ask why there is no reference)
e Pay attention to your instincts
e Ask permission to speak to current boss or ask when would be an appropriate time
in the hiring process
e Do not alienate people who are part of your and the interviewee’s network
e See checklist on http://intranetl.mountsinai.org/humanresources/MRG/index.htm
Interviews

Best to interview candidates in person

o If you cannot travel, ask a local and trusted colleague to interview
Have the applicant meet your lab (team) and collaborators

0 The applicant gets a sense of community

0 You get more feedback about applicant (both positive and negative)
You want to hire someone who will be happy with the job.

Interview Questions

Do not ask illegal questions. These include questions about age, race/ethnicity,
religion, gender or sexual orientation, marital status, children (existing or
planned)



e You can ask about

0 Background (current job, experience)

0 Why interested in this job

0 Why leaving current job (e.g. no funding, not growing, different
community, different opportunities at medical school)

0 Research — you want to hear more than how data were collected (What
has been done with data collected, dissatisfied with data,
understanding of project, technical abilities)

o How long they plan to commit to job.

0 How soon can they start

e Always contact references and ask
o If they had funding, would they rehire this applicant?
What needs to be improved?
What were the problems?
How did they work with other people in the lab?
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Training
e You must orient a new employee to
o0 Individuals and environment
0 Required training
o0 Written manuals or websites
o Ground rules
o0 Short and long term objectives
e Begin with a project which uses standard lab protocols and which has a high
likelihood of success
e Provide supervision and feedback
e Encourage personal development and help people move on

Dealing with Problems

Do not ignore problems

All problems cannot be solved
Document everything

Contact HR staff before acting
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