WELLESLEY COLLEGE


PERSONNEL REQUISITION


             Side A

Union

(
Job Title ______________________
Union Posting #  ________________________




Department  ____________ _______
Date  ______________

Type of Request:

(     Increase in Staff


Is the position budgeted?     Yes (
No   (



(     Replacement for:


Budget #  _________________









Is the cost offset?     
 Yes   (     No   (
Name  _______________________________          Date  _________________

Reason for leaving __________________________________________________________________________________________ __________________________________________________________________________________________________________

Status of Position:   ( Temporary

(     Limited Term

(     Casual Wage






Position for specific period of time
    Regular position less than 17.5 hours per week






At 17.5 hours or more per week

· Regular

· Full Time (Shift  ________________________ )

       (From  _________________ to ____________________ )

· Part Time (# of Hours  ____________________  # of Months  _____________________ )

Schedule (Days/Hours of Work) _________________________________________________________________________________

___________________________________________________________________________________________________________

___________________________________________________________________________________________________________

Hourly rate:_____________________ Weekly rate:________________________

JOB DESCRIPTION___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Education, Experience, or Special Skills Needed:  ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Interview Status:





Approval Status:     Approved   (     Disapproved   (
Senior Staff _______________________  Date ___________________

Position Filled by ____________________________

_________________________________________________________

Department Head’s Signature __________________________Date:___________________





















