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Eugene
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	Request for Position Posting
Revised 7/26/07
Form Owner: Human Resources
Form Location: http://www.4j.lane.edu/files/forms/hr/4J_HR_Request_for_Position_Posting.doc

	USER INSTRUCTIONS

	Form Purpose: Use this form to describe a position for hire.

How to Complete this Form: Fill out this form online. Alternately, print this form and complete it by hand. 
How to Submit this Form: Submit this form either electronically or on paper.
Where to Send this Form: Email the completed form to hr@4j.lane.edu or submit a hard copy to Human Resources. 
Deadline: Forms must be in Human Resources by 4 p.m. on Thursday prior to the week you would like the posting to begin. 

Additional Information: To ensure that this position is posted correctly, please choose one selection from Employee Group, Status and Work Year. Fill out the rest of the information as completely as possible.
Please see both sides of the form for all necessary information.

	EMPLOYEE GROUP
	STATUS
	WORK YEAR
	WORK HOURS

	 FORMCHECKBOX 
 Administrative

 FORMCHECKBOX 
 Classified

 FORMCHECKBOX 
 Confidential

 FORMCHECKBOX 
 Licensed

 FORMCHECKBOX 
 Professional

 FORMCHECKBOX 
 Supervisor


	 FORMCHECKBOX 
 Regular FT

 FORMCHECKBOX 
 Regular PT

 FORMCHECKBOX 
 Temporary 

 FORMCHECKBOX 
 Classified Sub

 FORMCHECKBOX 
 Seasonal


	Salaried

 FORMCHECKBOX 
 12 mo

 FORMCHECKBOX 
 11 mo

 FORMCHECKBOX 
 10 mo

 FORMCHECKBOX 
 197 days


	Hourly

 FORMCHECKBOX 
 193 days

 FORMCHECKBOX 
 185 days

 FORMCHECKBOX 
 Seasonal
	Start Time:     
End Time:     

	FUNDING SOURCE INFORMATION 

	 FORMCHECKBOX 
 Building/Department      FORMCHECKBOX 
 Reimbursable       FORMCHECKBOX 
 PTO       FORMCHECKBOX 
 Conversion $        FORMCHECKBOX 
 EEF
 FORMCHECKBOX 
 Grant (specify by name and/or number)      
 FORMCHECKBOX 
 Other (specify by name and/or number)      

	POSITION INFORMATION

	Job Title:      

	Building/Dept:      

	FTE/Hours:         

	 FORMCHECKBOX 
  New Position    FORMCHECKBOX 
  Existing Position 

	Reason for Vacancy (include name of individual leaving position, if applicable)
 FORMCHECKBOX 
 Resignation              FORMCHECKBOX 
 Retirement             FORMCHECKBOX 
 Leave of Absence              FORMCHECKBOX 
 Transfer      
 FORMCHECKBOX 
 Other (specify)      
Name of individual leaving position:      


	POSITION REQUIREMENTS

	Site Specific Skills:      

	SIGNATURE (if submitted on paper)

	_______________________________________                   _______________________
Requesting Administrator/Supervisor Signature                                 Date
_______________________________________                              _________________________

Print or Type Administrator/Supervisor Name                                    Date



	

	FOR HUMAN RESOURCES USE ONLY

	POSTING INFORMATION

	Required License(s)/Endorsement(s):      


	Posting Authorized :      FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No              By:        

	 FORMCHECKBOX 
  Internal       FORMCHECKBOX 
 External        Posting Number:      

	PERSON HIRED

	Last Name
     
	First Name
     
	Effective Date
     


	Comments:

     


	HR SIGNATURE

	__________________________________________                  _______________________

Human Resources Administrator                                                           Date
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