 SEQ CHAPTER \h \r 1“QUICK REFERENCE” PROCEDURES

FOR RECRUITMENT REQUEST

This form is to be used for both requesting hiring lists and requesting to open new announcements. Save the file with a new name (for your records) before sending it to Recruitment.  Replace or delete old versions of this form.  Updated forms must be used to avoid a delay in your recruiting processes.
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Submit a current Position Description for the position vacancy. The position description should not be more than 12 months old and be signed by the supervisor or the appointing authority.   (Not needed for Correctional Officer through Captain). 
FOR REQUESTING PERMANENT HIRING LISTS OR FOR TEMPORARY HIRING LISTS:
[image: image2.png]


Complete sections 1-7 and the “Justification For Filling Vacancy” section.  Provide the Assistant Director approval.  Mark the boxes with an “X” to identify the list types you prefer. 
A temporary list will only select those candidates that marked on the application that they will accept   a temporary position.  
FOR REQUESTING A NEW ANNOUNCEMENT TO BE WRITTEN:
Complete sections 1-5 and the “Justification For Filling Vacancy” section.  Provide Assistant Director Approval. Mark the boxes with an “X” to identify the list types you prefer.  If you wish the hiring list to be delivered to someone other than you, please complete the “Deliver To”, and “Phone No.”, boxes in section 7, otherwise you may leave them blank. Mark the “Yes” box in Section 6 if advertising is required, in which case, submit an Advertising Request form.

[image: image3.png]


E-mail the new file to: 
Security Plus Positions: Janelle Brown or Rhonda Crawford
Security Positions: Eric Westerfield 
or FAX to 503-378-5449 Attn:  Recruitment (be sure to call or e-mail ahead of time, if faxing)
Examples for use:

· used to list other position numbers/information,  if you are filling more positions then are spaces provided on the form; OR 
· used to note a justification when a recruitment will result in a double-fill situation; OR
· used to add desired attributes or other position requirements beyond the MQs.

ONCE A SELECTION HAS BEEN MADE
Have the authorizing supervisor/manager sign the list and return the dispositioned hiring lists to the Recruitment Unit.

[image: image4.wmf]
NOTE:  The dispositioned hiring list MUST be returned to the Recruitment Unit prior to the expiration date listed on the hiring list or you must contact the Recruitment Unit to discuss options.
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	1. FROM
	

	Date of Request: 
     
	Supervisor Name:

     
	Supervisor Phone:

     

	Support Staff Assisting with Recruitment:

     
	Support Staff Phone:
     

	Division:
    
	Location/Facility:



	[image: image5.jpg]POSTION
DESCRPTION




Authorization Signature by Assistant Director: 


	Signature Option
An E-mail from the Assistant Director showing approval to fill this position is also acceptable. Attach E-mail with this request.

	Justification For Filling Vacancy:

     

	2. POSITION(S) INFORMATION

	Classification Number:

     
	Work Location:

     
	Class Title:

     
	Working Title:

     

	Position Number(s): 
	Name of Last Incumbent(s):
	Date Position(s) Was Vacated:

	     
	
	     

	     
	
	     

	     
	
	     

	     
	
	     

	3. RECRUITMENT REQUEST

	New recruiting announcement to be written & issued     FORMCHECKBOX 
Yes 
 FORMCHECKBOX 
No
	Request to Fill Position as:

 FORMCHECKBOX 
Temporary    FORMCHECKBOX 
Permanent    FORMCHECKBOX 
Part-time    FORMCHECKBOX 
Full-time     FORMCHECKBOX 
Limited Duration    FORMCHECKBOX 
Job Rotation
 FORMCHECKBOX 
 Double-Fill (you must also attach the double-fill form)

	4. REPRESENTATION
	     FORMCHECKBOX 
Management     FORMCHECKBOX 
AFSCME     FORMCHECKBOX 
AOCE

	5. RECRUITMENT METHOD PREFERRED

	Announcement Type:

 FORMCHECKBOX 
Agency Transfer - (IO/TR List)
 FORMCHECKBOX 
Agency Promotion - (AP List)
	
 FORMCHECKBOX 
State Employees Only - (SW List)
 FORMCHECKBOX 
Open Competitive - (OC List)  

 FORMCHECKBOX 
Temporary

	6. ADVERTISE
	 FORMCHECKBOX 
Yes   FORMCHECKBOX 
No    If yes, an Advertising Request Form must to be included

	7. DESIRED ATTRIBUTES

	List some of the desired attributes and/or skills you are looking for in the applicants. 
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