REQUEST TO FILL CLASSIFIED POSITION

VACANCY PACKET COVER SHEET

1.
_________________________________                _________________________


Department/Program/Office



Vice Presidential Area

2.
_____ Current position – Name of previous incumbent _____________________


_____ New position              __________ Account  #             _________F.T.E.

3.  
Current classification of position ______________________________________

Proposed classifications if different than above or new position:      _________________________________________________________________

4.
Please complete attached justification form to fill and/or change the classification of this position.

5.
Expected date of vacancy: _________________________________

6.
______ Current position description is less than three years old and accurately reflects the current 


  position responsibilities.


______  A revised position description is attached.

7.
______ The latest job posting for this position is accurate and may be utilized for the required union 
                          contract posting notice.


______  A revised posting notice is attached.
8.
______  Selection criteria for the current vacancy have been identified and are indicated on an attached 
page.  All criteria are related to the current position description and the current vacancy posting notice.  Special criteria such as travel requirement, prior experience and formal education have been identified.

9.
______   Interview questions and an Interview Evaluation From are attached.  All interview questions 


   relate directly to the selection criteria, desired  responses have been indicated and the manner 


   of scoring the interviews has been indicated.

10.
______   Designation of a selection committee is attached.  Please consider including at least one 


   member of a protected group.
11.
______    A Screening Form for applications/credentials is attached.  The Screening Form reflects the 


    selection criteria and will be utilized to identify candidates to be interviewed for the position.

12.
Signatures:       ____________________________________________ 
Supervisor                                                     Date



 ____________________________________________ 
Budgetary Approval                                      Date



 ____________________________________________
 Dir. HR/Affirmative Action Off.                  Date



 ____________________________________________ 
President or Vice President                            Date                                                                                                                                                               

Date received in Human Resources Office ____________________________

