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	Human Resources Use Only
	

	
	Requisition No:
	

	

	Personnel Form 2
	Date Approved:
	
	

	
	Date Posted:
	
	

	All three (3) documents (Requisition for Employee, Job Description, and Request to Advertise Position) must be completed in order for position to be advertised and/or posted.
	
	
	


REQUISITION FOR EMPLOYEE
	Date:
	
	 Department:
	

	

	Position Title:
	
	School/Division/Office:
	

	

	Department Interviewer:
	

	

	Name of Employee to be Replaced:
	

	

	Date position is to be filled:
	
	Deadline for receipt of application:
	

	

	Full-time:
	
	Part-time:
	
	Permanent:
	
	Temporary:
	

	
	(Length of time employed)

	Salary Range (Required – Salary amount will not be advertised)
	
	

	

	

	Comments:
	

	

	

	

	

	

	

	

	

	
In order for the position to be advertised and/or posted, the Job Description must be completed. Human Resources will compose the job announcement based on the information provided in the job description. If there is additional information you wish to have advertised, please attach a separate position description exactly the way it should be displayed in the publication(s).


	

	

	

	

	

	

	Approvals:

	

	Department Head/Chair:
	
	Date:
	

	

	Dean:
	
	Date:
	

	

	Vice President/Provost:
	
	Date:
	

	

	Director of Human Resources:
	
	Date:
	

	

	Vice President of Finance & Administration:
	
	Date:
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	Job Description


	Personnel Form 2a_REV0209




	Position Title:
	

	Full or Part Time:
	
	Reports To:
	

	FLSA Status:
	
	Grade Level:
	

	Department:
	
	Salary Range:
	

	

	Position Summary:

	

	

	Educational Requirement/Certifications:

	

	

	Experience

	

	

	Specific Skills

	

	

	Responsibilities
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Request to Advertise Position

	Request Display Ad?
	
	Yes
	
	No
	


	Human Resource Use Only:
	Display Ad Approval

	

	
	Approved
	
	Denied
	Date
	
	Initials
	

	

	
	

	Comments:
	

	

	


Please indicate where the position should be advertised: (select up to 2 – more than 3 requires approval)
	
	Post on DSU website only

	
	Chronicle of Higher Education  www.chronicle.com

	
	Diverse Issues  www.diverseeducation.com/www.diversejobs.net

	
	AAR/EEO Affirmative Action Register  www.AAR-EEO.com

	
	Bolivar Commercial  

	
	Cleveland Current

	
	Delta Democrat Times

	
	Commercial Appeal

	
	Clarion Ledger

	
	Higheredjobs.com

	
	Other


If other, please provide the following information: (Attach a separate sheet if necessary.)  

	Name of Publication:
	

	
	

	Contact Name:  
	

	
	

	Phone Number:
	

	
	

	Fax Number:
	

	
	

	Email Address:
	


	Administrative Head Signature:
	


Personnel Form 2b REV0209

***All positions will be advertised in the form of a line ad. Display ads will require prior approval from the Director of Human Resources. Approval will be based on the cost of the display ad and funding available. Line ads will be created based on the information provided on the Requisition for Employee form. If there is additional information you wish to have advertised, please attach a separate position description exactly the way it should be displayed in the publication(s). Human Resources reserves the right to edit content in order to reduce advertising expenses.





The position requested will not be advertised until all required documentation is submitted and approved by the appropriate administrative heads and Human Resources. 











