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               Requisition Number:

	
	RECRUITING AND POSTING REQUEST
	


	Effective Date
	
	Today's Date


Instructions:
Use this form to capture all required information for a New / Replacement position.  

When complete, send to your department’s Key Contact for further processing.  

For terminations and transfers, the HRM Action Form must also be completed.
Please answer the following questions:
1. Does this position have funding that has been approved by Budget / DSPA? 


 FORMCHECKBOX 
 YES  FORMCHECKBOX 
 NO*
2. Has this position been reviewed and approved by HRM Compensation?



 FORMCHECKBOX 
 YES  FORMCHECKBOX 
 NO**
3. This position is grade level 15 and above, and Affirmative Action has approved the recruitment plan;
OR This position is grade level 14 and below, and does not require an approved recruitment plan?
 FORMCHECKBOX 
 YES  FORMCHECKBOX 
 NO***
If you answered NO, contact:


* 
= Contact your department / area Budget Coordinator or Dean’s Office before moving forward
** 
= Contact HRM Compensation x2230 before moving forward

*** 
= Contact Affirmative Action to create a Recruitment Plan

	A. JOB DETAILS       
	       

	
	
	
	
	


	Position Number
	Position Title
	Department
	Location Code
	Job Code


	
	
	
	Min:               Max:
	
	
	


	Regular Shift
	Salary Administration Plan
	Grade
	Grade Level (hiring range)
	Account #
	Object Code
	Max Amount Budgeted


	
	
	


	Interviewer Name
	Interviewer Employee ID
	Name of person this position reports to


	COMMENTS:




	B. REQUISITION STATUS


	 FORMCHECKBOX 
  JOB / POSITION VACATED                    FORMCHECKBOX 
  NEW BUDGET AUTHORIZATION                   

	 FORMCHECKBOX 
 Termination        FORMCHECKBOX 
 Transfer
	
	


	
	Incumbent Name
	Incumbent Employee ID Number


	COMMENTS:




	C. REQUISITION POSTING SUMMARY INFORMATION (select one option)


	 FORMCHECKBOX 
 Job description is attached as a Word document 

	 FORMCHECKBOX 
  I have completed the attached Job Posting Description template 

	COMMENTS:




	D. RECRUITMENT ACTIVITY RECORD      

	
	
	

	Publication
	Publication Run Date
	Cost

	
	
	

	Publication
	Publication Run Date
	Cost

	
	
	

	Publication
	Publication Run Date
	Cost

	
	
	

	Publication
	Publication Run Date
	Cost
	
	
	



	
	

	Dean, Director or VP Signature*

* Required in Academic areas when Provost Office is the final Authorizer (grade 13 and above)
	Date
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Job Posting Description Template

Instructions:
Use this template to capture information needed to create a job posting.  Each posting is made up of five categories: Responsibilities; Qualifications; How to Apply; EEO Statement and Other.  


** Please use paragraph form – do NOT use bullets or specialized text.
	1. RESPONSIBILITIES


	This section may be completed by using the PCD or Job Scope Description that has been approved by HRM Compensation.  Use section below to create a summary of responsibilities:  

	


	2. QUALIFICATIONS 


	This section may also be completed by using the PCD or Job Scope Description that has been approved by HRM Compensation.  Use section below to create a summary of qualifications:  

	


	3. HOW TO APPLY


	This section may be completed by filling in the template below or by writing in your specific process for applicants.  Your statement MUST include: Hiring Manager Name, Hiring Manager Building Address and Hiring Manager E-mail address. You may also modify the template to include a fax number however the preferable way to receive resumes is via e-mail.

	Send resume to                                        via e-mail to                                              or mail to                                  . 
                      <hiring manager name>                  <hiringmanager@neu.edu>                 <Building address>



	4. EEO STATEMENT


	Please select the template that you wish to use in your posting statement or write in an alternate EEO statement that your department wishes to use.

	 FORMCHECKBOX 
  Standard EEO Statement

Northeastern University is an Equal Opportunity, Affirmative Action Educational Institution and Employer, Title IX University.
 FORMCHECKBOX 
  Affirmative Action Statement

Northeastern University particularly welcomes applications from minorities, women and persons with disabilities.
 FORMCHECKBOX 
  Other (Please type your specific EEO statement below):



	5. OTHER

	This section of the job posting can be used to include additional information about the job, the department, or the University

	


* You may attach a Word document in lieu of this template if all information is captured *
THIS FORM IS FOR DEPARTMENTAL USE ONLY - DO NOT SEND TO HRM





THIS FORM IS FOR DEPARTMENTAL USE ONLY - DO NOT SEND TO HRM

















