
	Request to Post Job and Hire

Submit this request to your Dean/Designated Director/Vice President/Vice Provost

	Department Name:      

	School/Vice President/Vice Provost/Designated Director Area:      

	Working Title:      
	Job Req # (if applicable):      

	Type of position:

 FORMCHECKBOX 
 Exempt

 FORMCHECKBOX 
 Non-exempt

 FORMCHECKBOX 
 Bargaining Unit

 FORMCHECKBOX 
 Academic Staff

 FORMCHECKBOX 
 Continuing

 FORMCHECKBOX 
 Fixed-Term duration:      
 FORMCHECKBOX 
 Temporary

 FORMCHECKBOX 
 Casual

 FORMCHECKBOX 
 Agency Employee


	Funding Source:

 FORMCHECKBOX 
 Operating Budget

 FORMCHECKBOX 
 Restricted

 FORMCHECKBOX 
 Unrestricted

	Date Position Needed to Fill:                        Date of Request:      

	Briefly describe reason for opening, i.e. newly created or replacement, and why:

     


	Justification  Briefly describe the need to fill this position, using the guidelines provided:

     


	Supervisor/Manager:

     
	Phone #:

     
	E-mail:

     
	Date:

     

	Approved by: ___________________________________________

                               (Dept. Chair; Unit Head)
	Date: __________



	Approved by: ___________________________________________

                               (Dean/Designated Director/Vice President/Vice Provost)
	Date: __________



	Denied by: _____________________________________________

                               (Dean/Designated Director/Vice President/Vice Provost)
	Date: __________




Approver—return to local Human Resources Officer

	Reviewed by: ____________________________________________

                                (Human Resources Officer)
	Date: ___________



	HRO—Fax approved form to:

                   Office of Staff Employment (for job postings only)

                   John Cammidge (for all requests)
	725-3529

725-5113


