SARPY COUNTY PERSONNEL REQUISITION FORM    DATE 
          

	INSTRUCTIONS: 

      - Requisition is to be prepared for a vacant or newly created position. A job description and justification

             summary must accompany this form in order to be processed.

      - Complete and forward ORIGINAL to the Human Resources Dept. for posting.

      - Requisition must be signed by the Department Head or designated representative.

	1.  DEPARTMENT or DIVISION

       
	6.  NEWLY CREATED POSITION IN THIS DEPARTMENT (Both are

                                                                                               Required)

     FORMCHECKBOX 
 Justification attached      FORMCHECKBOX 
 Job Description attached

	2.  POSITION TITLE

     
	7.  REPLACEMENT: Previous Incumbent: _     
     VACANCY IS A RESULT OF:

   FORMCHECKBOX 
  RESIGNATION   
   FORMCHECKBOX 
  TERMINATION
   FORMCHECKBOX 
  RETIREMENT    
   FORMCHECKBOX 
  TRANSFER

   FORMCHECKBOX 
  OTHER

	3.  PROPOSED STARTING SALARY

     
	

	4.  TYPE OF SHIFT REQUIRED

       FORMCHECKBOX 
 Full-time

       FORMCHECKBOX 
 Part-time (# of hours _     _)

       FORMCHECKBOX 
 Other (Explain)
                 
	

	5.  WORK SCHEDULE: Hours/Shift

          
	8.  TIME FRAME FOR FILLING VACANCY

          


	9.  Additional or special qualifications required:

          


	10.  The HUMAN RESOURCES DEPT. WILL ADVERTISE AND POST ALL POSITIONS BASED OFF THIS SECTION

        A.  Preparation of job ad:      FORMCHECKBOX 
 attached for review           FORMCHECKBOX 
 HR to develop

        B.  Preparation of job posting:       FORMCHECKBOX 
 attached for review           FORMCHECKBOX 
 HR to develop
        C. Identify wage:    FORMCHECKBOX 
  List starting wage only         FORMCHECKBOX 
 List wage range
        D.  Identify closing date of job ad, if other than required 10 workings days: _     
        E.  Identify specific areas for publication of job ad, if other than those normally used for County employment:

             __     
        F.  Identify form of further review/examination requested: 
       FORMCHECKBOX 
 Application Screening    FORMCHECKBOX 
 Written Exam - Dept    FORMCHECKBOX 
 Create Interview Questions    FORMCHECKBOX 
 Reference check (final Candidates)    

	11.  I certify that the above position exists for the reasons described in (7); that the duties of the position are as stated and

           attached, and that funds are available for the filling of this opening:

       __                                                                                                      _     
       Elected/Appointed Official                                                                       Date

	12.  For HR Department Use Only:

      ACTION TAKEN:__________________________     WAS POSITION FILLED??     FORMCHECKBOX 
 YES      FORMCHECKBOX 
 NO

	                         NAME                                                        START DATE                                            SALARY




INSTRUCTIONS for PERSONNEL REQUISITION FORM
Please make sure every applicable item is filled out to enable us to make the (Employment Process( as simple and professional as possible. 

A requisition form is to be prepared for EVERY vacancy or newly created position.  A current job description is used with EVERY posting of a position.  If the current description on file is unacceptable, please provide us with an updated version or request a new description be written.

Items 1 through 12 from the form are detailed below.

1. Your Department or Division

2. Position Title - If new position, please state.  (Use EXACT title from job descriptions).

3. Proposed Starting Salary (Range - will be included in JOB POSTING)

4. Type of Shift required - (Other( can include temporary, etc. (Included in JOB POSTING)

5. Work Schedule: Please state hours worked.  Be specific.  (Included in JOB POSTING)

6. Newly Created Position in this Department?  Please state if the position was budgetarily approved and if a (JOB DESCRIPTION( will need to be written.  Every position is REQUIRED to have a FINALIZED JOB DESCRIPTION BEFORE POSTING/PUBLISHING.

7. Position Opening is a Result of: Resignation, Termination, Retirement, Transfer, or Other (Explain).

8. Time Frame for Filling Vacancy - Be Specific.  
9. Additional or special qualifications required: Please let us know if there is anything unique that needs to be added to the job posting.

10. The  HUMAN RESOURCES DEPT. WILL ADVERTISE and POST ALL POSITIONS BASED OFF THE FOLLOWING SECTION: 

A.
Preparation of job advertisement: If you have specific areas that need to be addressed in the publication, please draft your ad and attach, otherwise Human Resources will develop publication for paper (standard publication is www.sarpy.com and Careerlink – see section E.)

B.
Preparation of JOB POSTING: Attached for review/use -OR- designate HR to develop

C.
Identify how salary should be addressed in advertisement: i.e., starting wage or range.

D.
Identify closing date of job ad, if other than required 10 working days.  Possibly a longer posting.  POSTING will state when the position closes.

E.
Identify specific areas for publication of job ad, if other than those normally used for County employment.  Careerlink – automatic.  Omaha World Herald or other publications – by permission only.
F.
Identify any further form of processing: Specialized requirements in testing, etc.

11. Requisition must be signed by Official or Department Head to be processed.

12. For Human Resources Department record keeping.

