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Instructions: Complete the following sections that apply to your position request for new and replacement positions.  If you have any questions, please contact HR-Classification Services – Jessica Warstler x7904 or Mary Jane Grebenc x6702.

	Hiring Process Manager Information
[bookmark: _GoBack]     
	Ext.
     
	Fax
     
	Email
     
	Zip +4
     



	STATUS REASON FOR REQUEST
	[bookmark: Check57]|_|New Position          |_|Replacement Position         |_|Replacement Position with changes



	CURRENT EMPLOYEE DATA (Complete for ‘Replacement Positions’ only)
	Empl ID
	     
	Contract Rate
	     

	
	Vice
	     

	
	Job Title
	     



	PROPOSED JOB TITLE (Complete for ALL positions)  

	Job Code        
	Job Title       

	
· For Replacement Positions with no changes to the Classification Specification:  attach an approved Classification Specification

· For Replacement Positions with changes to the Job Title and/or Classification Specification:  contact HR Classification Services at x7904 or x6702.
· 
· For New Positions:  attach an approved Classification Specification or Position Description Audit Questionnaire (PDAQ)



	STAFFING INFORMATION (Complete for ALL positions)  

	Department
	     

	Full-time / Part-time  
	Choose an item.
	Regular / Temporary - < 6 mo.  
	Choose an item.
	If Temporary, is job Sponsored?
	|_| Yes       |_| No       

	Start Date
	Click here to enter a date.
	End Date 
(Temporaries or Sponsored jobs only)
	Click here to enter a date.
	Hours to be Worked (Part-time only)
	     

	Shift (if applicable)
	     

	Headcount (Temporaries only)
	     

	Proposed  Salary Range  
	[bookmark: Text8][bookmark: Text9]minimum $             to    $      

	Dept Account Code(s)
	[bookmark: Text10][bookmark: Text11]Account Code      %                       Account Code      %    
Account Code      %                       Account Code      %    






	STRATEGIC RATIONALE (Complete for ALL positions)  

	
1. How does this position align with the goals (initiatives) of Vision 2020?
[bookmark: Text12]             


2. Why is this position critical to the success of your department and why are you unable to meet Vision 2020 goals without this position?
[bookmark: Text13]            

3. Explain why the roles and responsibilities for this position cannot be performed by existing department personnel or shared by existing personnel in other University departments.
[bookmark: Text14]            






APPROVAL / ROUTING PROCESS

	Vice President/Dean
	

	Date


***Forward to HR-Classification Services Via Email at HRCS@UAKRON.EDU or Campus Mail +4731***
	HR-CLASSIFICATION SERVICES

	Job Code

	Job Title
	 Grade 


	Dept ID
	Approved Salary Range
$ ______________________ to $ ______________________

	Position No.


	Job Family/FLSA/Pay Frequency    
  
[bookmark: Check12][bookmark: Check13][bookmark: Check16]  |_| Contract Professional/Exempt/Annual       |_| Staff/Unclassified/Exempt/Bi-weekly         |_| Staff/Classified/Non-exempt/Hourly      
[bookmark: Check14][bookmark: Check17][bookmark: Check18]  |_| Staff/Bargaining/Non-exempt/Hourly        |_| Staff/Unclassified/Non-exempt/Hourly     |_| Other-explain in Comments                              


	HR Classification Services
	
	Date



	AVP, TALENT DEVELOPMENT AND HUMAN RESOURCES OR DESIGNEE

	Action to be Taken:
[bookmark: Check19]|_| Dissolve Position
|_| Fill Position As Is
|_| Change Position
|_| Create New Position
|_| Other (See Comments)
	Comments/Special Instructions








	Reviewed and Approved by:

	Date



	BUDGET AND/OR CONTROLLERS OFFICES

	|_|  Funding Available $_______________   
 
[bookmark: Check56]|_|  Funding NOT Available       
                                                                      
	Comments/Special Instructions



	Budget/Controller Reviewer Signature(s)
	Date
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