JOB REQUISITION

WILLIAM JEWELL COLLEGE
This form is required to open and begin recruiting for a new or vacant position.  The Office of Human Resources will distribute announcements on campus and will assist in off-campus advertising as requested.
	Complete all information, send a hard copy of the completed form with approval signatures to the Office of Human Resources (WJC Box 1017) and e-mail a current job description to Human Resources.



	Job Title:      
	Date:       

	Department:      

	Supervisor:      
	Extension:       

	Preferred Start Date:       
	Account #:       

	 FORMCHECKBOX 
 Full Time           FORMCHECKBOX 
 Part Time
	Hours Worked Per Week:       

	 FORMCHECKBOX 
 Budgeted New Position      FORMCHECKBOX 
Replacement        FORMCHECKBOX 
 Other:       

	 FORMCHECKBOX 
 Exempt   FORMCHECKBOX 
 Non- Exempt     FORMCHECKBOX 
 Staff      FORMCHECKBOX 
 Faculty
	Salary Range:       

	Replacement For:       

	Comments:       

	Technology Request:   FORMCHECKBOX 
  iPad    FORMCHECKBOX 
  PC   FORMCHECKBOX 
  Macbook Air   FORMCHECKBOX 
  Laptop   FORMCHECKBOX 
  Desktop

	Approvals:

	Department Head/Department Chair:
	Date:

	Department Cabinet Officer:
	Date:

	Human Resources:
	Date:

	Vice President Finance & Administration:
	Date:

	President:
	Date:

	Note: Before making a job offer, a Staffing Recommendation Request must be completed and approved with appropriate signatures.




	Office Of Human Resources Use Only:

	
	

	Position Filled By:
	Date Filled:
	

	Start Date:
	Salary:
	


7/25/2018

