Notre Dame de Namur University 

Personnel Requisition

Position Title:

                        Today’s Date:

Department:




Reports to:

Budget Account Number(s) 

(    New





(    Faculty

(    Staff


(    Replacement for ____________________
(    Full-time


(    Start Date _________________________
(    Part-time ______ Hrs/day/wk


Temporary from _______________to ______________ 
Hrs _______ per day/week

Please attach   a) current job description or job responsibility outline for job description draft



b) wording for job advertisement(s)

Search

External Advertising 





    
________________________________________________





    
________________________________________________



Internal Posting
________________________________________________





   
________________________________________________



Other 


________________________________________________






________________________________________________

Application Deadline: __________________________________________________________


Attach additional page as necessary for all recruitment information such as the following

Search Committee Members

1. ____________________________________ 4. _____________________________________

2. ____________________________________ 5. _____________________________________

3. ____________________________________ 6. _____________________________________

Anticipated Date(s) and Location(s) ________________________________________________

Approvals

_______________________    __________________________     ________________________

Requester


 Administrator (Budget Oversight)
Senior Administrator

_______________________   ___________________________     ________________________

President


  Human Resources


VP Administration

Salary/Benefits

(    Exempt
(    Non-Exempt    (    Faculty
Classification/Grade ___________________

· Salary $______________per ________; ____months/year

(    _________% FTE

· Benefits Eligible

· Comments/Other Conditions:

Revised 12/17/03


