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Position Request Form
​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​The purpose of the Position Request Form is to provide additional information to Human Resources that will assist in the classification of a new position or reclassification of an existing/vacant position to the most appropriate job-code within the Career Framework. 



Part A: Position Information 
Action Requested:
 FORMCHECKBOX 
 New Position
 FORMCHECKBOX 
 Reclassification, Vacant
[image: image1.png]JUSTIFICATION FOR THE POSITION REQUEST:
	Position Information (Required for All Requests)

	Position Number:    
	

	Position/Working Title:  
	

	Home Dept # and Name:   
	

	Standard Hours per Week:
	

	Eligible for Remote/Hybrid Work:
	

	Supervisor’s Position Number:
	

	Supervisor’s Position/Working Title:   
	

	Supervisor’s Name:
	

	Budget $ for Position:
	


Part B: Organizational Chart 
Please provide an organizational chart with detailed reporting structure to include this position, superiors, peers and direct reports where applicable.  Please note - Org chart should reflect job titles rather than position titles.
 Part C: Qualifications 
	Required Qualifications for Position

	Level/Type of Education 
(select one)
· GED/High School

· Associate’s degree
· Bachelor’s degree

· Master’s degree

· Advanced degree
	Relevant Experience 
(select one)
· No experience required

· 1-2 years

· 3-4 years

· 5-7 years

· 8-10 years

· More than 10 years
	Required Licensure, Certification or Registration (provide detail)


Please note that unless required for licensure, certification or registration an equivalent combination of education, work experience, and certifications including those obtained through military service will be acceptable.
	Preferred Qualifications for Position

	Level/Type of Education 

(describe the preferred level and/or type of education)

	Relevant Experience (describe any specific experience attributes as applicable)

	Preferred Licensure, Certification or Registration (please detail)


Part D: Budget Responsibility – Complete if Applicable

Does this position have budgetary responsibility (check one)?

 FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No

Please indicate below the type of budget responsibility this position will have

· Track expenditures against budget; prepare necessary documentation for supervisory review/approval; tabulate budgetary data, calculate figures, and check for accuracy

· Analyze budgetary data, verify figures, and develop budget proposals; recommend allocation of budgetary funds

· Full responsibility for planning, forecasting, and final approval of budget

Indicate the size and number of grants, budgets, payrolls; that affect the scope of this position

	Budgetary and/or fiscal responsibility 

includes which of the following:  


	Annual budget (in $mm)

	Number of FTEs      

	     

	Number of Operating Budgets      

	     

	Number of Contracts/Grants      

	     


                  








