Job Requisition Form #3 (Temporary Leased Position)
[bookmark: _GoBack]The following information will be used to request temporary staff. Temporary staff encompasses workers via a third-party agency to support short- or long-term projects.  Please complete this form, request approval (up to director level) and , upon approval, submit to the Human Resources department.
Requisition #: _________________
Date Prepared:________________
Position Title:________________________________________________
Division/Department:_________________________________________
Supervisor:__________________________________________________
Start Date:____________________
[  ] Full Time	[  ] Part time 	____________ hours per week
Duration of assignment: (List start and end date)__________________________________________
Position Summary
What are the major responsibilities of this position? Why does this job exist? (2-4 brief, clear, concise statements)
Purpose:___________________________________________________________________________
__________________________________________________________________________________
Duties:____________________________________________________________________________
__________________________________________________________________________________
Knowledge/Experience
What is the minimum level of education required for this job? (e.g. high school, associate's degree, 2-year technical degree, bachelor's degree)

Required:__________________________________________________________________________
Preferred:__________________________________________________________________________
Experience in what area(s) would be necessary for this job? (e.g., sales, accounting, marketing, customer service)
Required:__________________________________________________________________________
Preferred:__________________________________________________________________________
In addition to a degree, how many years of experience does this job require?
__________________________________________________________________________________
In lieu of a degree, how many years of experience does this job require?
__________________________________________________________________________________
Skills:
What are the skills necessary for this position?
· Oral and written communication skills
· Presentation Skills
· Decision-making skills
· Problem-solving skills
Ability to:
· Interact in a positive manner with internal contacts
· interact in a positive manner with external contacts
· understanding verbal/written instructions
· complete tasks within critical deadlines
· maintain highest level of confidentiality
· use various software programs (Windows, Outlook, Excel, Word, e-mail, etc). List software used: _____________________________________________________________________________
· apply basic math skills
· other ability: __________________________________________________________________

Salary:
What is the estimated salary/hourly rate for this position?________________________
Budget Code for this position:_______________________________________________
Projected budget amount needed:___________________________________________
Signatures:
Hiring Manager:_____________________________________	Date:______________
Director:___________________________________________	Date:______________
Please return completed form to Human Resources Manager.

