
5/31/2017 Job Requisition Form #1

https://www.shrm.org/resourcesandtools/toolsandsamples/hrforms/pages/cms_002152.aspx 1/3

Jo Requisition Form #1
Mar 1, 2016

 

Date __________

Position Title ________________________________________________  

Department _________________________________________________ 

Hiring Manager ______________________________________________

___ Full-time   ___ Part-time   

___xempt     ___ Nonexempt

___alaried     ___ Hourl             

Preferred tart Date: _______________________

 

Reason for Recruitment

(New or updated jo descriptions must e attached for all positions.)

___ Replacement Position

            Name of person eing replaced_____________________________

            Have the duties of this position changed? ___ Yes ___ No  

            (If es, provide details in position information section.)

            Pa grade/range _________________________________________

___ Reallocated Position (reallocation of vacant, udgeted position within department)

            Name of current vacant position_____________________________

            Current pa grade/range                                                                           

            Recommended pa grade/range_____________________________

___ udgeted New Position (jo description attached)      

           udgeted pa grade/range________________________________ 

 

___ Nonudgeted New Position (jo description attached) 

           Recommended pa grade/range____________________________
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Position Information/Justi�cation  

(Indicate what changes were made to jo description or provider justi�cation for new position.)

____________________________________________________________ 

____________________________________________________________ 

____________________________________________________________

 

pecial advertising/recruitment request:____________________________ 

____________________________________________________________

 

Hiring Manager Approval _______________________     Date  _________

Department Head Approval _____________________     Date  _________

VP Approval _________________________________     Date  _________

HR Approval _________________________________     Date  _________

Please return to Human Resources once completed

 ________________________________________________________________________

Approval to Jo O遆er 

This section to e completed  HR onl

 

Name of Candidate ______________________

Proposed Wage __________ Proposed tart Date __________ 

 

Reason for Hire _____________________________________________ 

___________________________________________________________ 

 

Approved      _______________________________________________ 

                           HR Director                     Date

 

 

 

xpress Requests

The HR Knowledge Center has gathered resources on current topics in HR management. Click here

(www.shrm.orghttp://apps.shrm.org/HRResources/xpressRequests.aspx?tpe=6) to view and request information.

http://apps.shrm.org/HRResources/ExpressRequests.aspx?type=6


5/31/2017 Job Requisition Form #1

https://www.shrm.org/resourcesandtools/toolsandsamples/hrforms/pages/cms_002152.aspx 3/3

 

Contact Us (www.shrm.org/aout-shrm/Pages/Contact-Us.aspx) | 800.283.HRM (7476)

© 2017 HRM. All Rights Reserved

HRM provides content as a service to its readers and memers. It does not o遆er legal advice, and cannot guarantee the accurac or suitailit of its content for a particular

purpose.

Disclaimer (www.shrm.org/aout-shrm/Pages/Terms-of-Use.aspx#Disclaimer)
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