21. Personnel Requisition (Non-Management)

Job Title ____________________________________________________________

Department ____________________________________________________________

Reports to ____________________________________________________________

Pay Grade ________________________________________

Date Required ______________________________ ( Full Time   ( Part Time

If part time, what is length needed? ______________________________

Hours/Days __________________________________________________

New Position? o Yes  o No     If yes, approved? ______________________________

Replacement? o Yes   o No   Name ______________________________

Position budgeted for? o Yes  o No   Amount $ ____________________

Outside agency used for recruitment? o Yes o No   Name _________________________

Outside Recruitment Budget Amount  $ ________________________________________

Major Job Responsibilities ________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Minimum Qualifications _________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Special Knowledge, Skills and Ability Required ______________________________________

______________________________________________________________________________

______________________________________________________________________________

Requested by ________________________________________________ Date ____________

Approved by ________________________________________________  Date ____________

To be filled out by Human Resources Department.

Date Received_____________________________________ Date Job Filled ________________

Employee Name ________________________________________________________________

