Title 42 – Clinical Research Support

Recruitment Request

Recruitment Information:

	Position: Position Title
	Department/Section: Dept/Sect
	Unit/Manager: Unit/Mgr

	Number of Vacancies: # of Vac
	 FORMCHECKBOX 
 Full-time
	 FORMCHECKBOX 
 Part-time # hours per pay period
	 FORMCHECKBOX 
 Intermittent

	Proposed Appointment Type:

 FORMCHECKBOX 
 Supplemental for: # years years (indicate # of years)

 FORMCHECKBOX 
 Indefinite
	Proposed Pay Band and Salary for Advertisement: 

Pay Band: Band
Salary Range: $      to $     


Recruitment Efforts to Be Completed:

	 FORMCHECKBOX 
 Announcement through Career-Here for # weeks weeks.

	 FORMCHECKBOX 
 Requested posting date through Career-Here: Start Date 

	 FORMCHECKBOX 
 Other recruitment actions will be pursued concurrent with the vacancy announcement, as follows: (Specify whether the position will be advertised in professional journals, the internet job sites, or other means.  Attach a copy of the journal or other advertisement. Note: OHRM does not place these advertisements – information is needed for evaluation purposes).
List other recruitment actions



Screening Options Requested:

	 FORMCHECKBOX 
 Option A (Default): Refer all qualified applicants
	 FORMCHECKBOX 
 Option B: Screen based on competency criteria (attached).

	NOTE:  For Option C - Fast-Track use Fast-Track Request form.


Certification:

	 FORMCHECKBOX 
 I certify that this action supports CC goals of fair and equitable compensation of employees. 
	

	 FORMCHECKBOX 
 I certify that funds are available within the salary budget for this action.
	

	
	Department Head, CC
	Date


Approvals (Approval levels are based on the recruitment band requested.)

	Band I – 

Entry/Full Performance 
	Department Head’s Signature/Date

	Band II – 

Expert/Specialist
	Deputy/Associate Director’s Signature/Date

	Band III – 

Sr. Spec/Exec/Mgr
	Director’s Signature/Date


Submit the following to the Director, OHRM:

	 FORMCHECKBOX 
 Copy of journal or other advertisement
	 FORMCHECKBOX 
 Statement of Duties
	 FORMCHECKBOX 
 Position Competencies

      (if Option B)
	 FORMCHECKBOX 
 Recruitment SF-52 via Impact (concurrently submitted)
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