Position Request Form

Name and Title of Requestor:












What title do you have in mind for this position?









What salary do you have in mind?











Where will the funding come from?











How many hours per week will the person work?









Is this a permanent position (>1 year)?










Who will be the supervisor?












How many and what are the titles of the employees that this person will supervise?



















What projects will this position supervise? Discuss the level of responsibility. (fiscal, event, etc.)

































Where does the position exist?












Why does the position exist?




























What is the purpose of this position?











Please describe the type and frequency of any decision making responsibilities of this position.  


















Describe the day to day duties of the position.
Duties:












Hours/Week:
How many years and what type of experience is necessary to do this job?  





















What specific skills, knowledge, and abilities are REQUIRED?





































What additional skills, knowledge and abilities are DESIRED?





































List any physical requirements, certifications, licensures, unusual working conditions, or unusual hours that will be expected in this position?










































