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Job Announcement Request & Job Description Worksheet



Job Title:  ___________________________________________	Department:  _______________________________________

Budget Director:  _____________________________________	Supervisor:  ________________________________________

Desired Hire Date:  ___________________				New Position?:  		Yes		No

Status:		Full-time _______hours			Exempt* 			Faculty (class number  _______)

		Part-time ______hours			Nonexempt            		Staff

Condition:	Regular				               Temporary			 Contract (external employer)*

Starting Date:   _____________________________		                           Ending Date:  __________________________________

Federally Funded?  	    Yes		No		             If yes, source of Funds:  ________________________________

Advertise at cost to department:  	    Yes		No	

DUTIES (Including Supervisory Responsibilities):							ESSENTIAL FUNCTIONS?

												      YES		NO
1.  _________________________________________________________________
2.  _________________________________________________________________
3.  _________________________________________________________________
4.  _________________________________________________________________
5.  _________________________________________________________________
6.  _________________________________________________________________
7.  _________________________________________________________________
8.  _________________________________________________________________
9.  _________________________________________________________________
10.  _________________________________________________________________

Attach additional sheet, if necessary.
MINIMUM QUALIFICATIONS

Mental, Interpersonal or Physical Skills:  __________________________________________________________________________
____________________________________________________________________________________________________________

Work Experience:  ____________________________________________________________________________________________
____________________________________________________________________________________________________________

Education Level:  _____________________________________________________________________________________________
____________________________________________________________________________________________________________

Licenses/Degrees/Professional Certification: _______________________________________________________________________
___________________________________________________________________________________________________________

Test Scores:   ________		Typing Speed:   _______		Instruments, Equipment, Etc.:  ________________________

Working Conditions (Noise, Heat/Cold, Etc.):  ______________________________________________________________________

*FLSA Short Form Attached
************************************************************************************************************
Signature Approval for posting

______________________________   __________				________________________________   _________           Division Administrator       	         Date				V. P.  for Financial Administration                Date	
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