
[image: image1.png]7]/







EMPLOYMENT REQUISITION FORM
POSITION
 FORMCHECKBOX 

CLASSIFIED
 FORMCHECKBOX 

ADMINISTRATIVE & PROFESSIONAL
 FORMCHECKBOX 

FACULTY
JOB CODE:
     
POSITION TITLE:
     


 FORMCHECKBOX 

Regular
 FORMCHECKBOX 

Temporary
 FORMCHECKBOX 

Full-Time
 FORMCHECKBOX 

Part-Time
 FORMCHECKBOX 

Tenure
 FORMCHECKBOX 

Tenure-Track
 FORMCHECKBOX 

Non-Tenure
DEPARTMENT:
     
DATE:
     

HIRING OFFICIAL:
     
EXT:
     

COMPENSATION (Note: UTEP Pay Plan minimum salaries are available at www.utep.edu, HRS webpage, Pay Plan)
PAY PLAN MIN SALARY:  Annually
     
ADVERTISED SALARY:  FORMCHECKBOX 
 Pay Plan Min
 FORMCHECKBOX 
 Depending on Experience (DOE)

SALARY OR WAGE ACCOUNT #:
     
CONTRACT/GRANT NAME:
     

STATUS
NEW POSITION:
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO
If answered YES, please attach the required memo of justification with signatures of approval.

NAME OF PERSON BEING REPLACED:
     
Ending Salary:
     
BUDGET PAGE & LINE ITEM:
     

(ALL RECLASSIFICATIONS MUST HAVE PRIOR APPROVAL FROM HRS)

ADVERTISEMENT
· CLASSIFIED POSITIONS:  Please submit recruitment ad text to adtext@utep.edu and attach a copy to this employment requisition.  HRS will provide the minimum qualifications for the position based on the job description.
· A & P and FACULTY POSITIONS:  Please submit recruitment ad text with minimum job requirements to adtext@utep.edu and attach a copy to this employment requisition.

ALL VACANT POSITION ANNOUNCEMENTS ARE AUTOMATICALLY POSTED ON THE UTEP WEBSITE AT NO COST.  FOR EXTERNAL ADVERTISEMENT, PLEASE PROVIDE THE INFORMATION BELOW:
ACCOUNT NUMBER TO BE CHARGED FOR ADVERTISEMENTS:
     

(ACCOUNT NUMBER MUST BE LISTED ABOVE OR THE ADVERTISEMENT WILL NOT BE PLACED)
PUBLICATION(S):
 FORMCHECKBOX 
 El Paso Times
 FORMCHECKBOX 
 Other

ALL ADS WILL BE PLACED IN THE NEXT AVAILABLE PUBLICATION
1)   NAME:
     
# OF TIMES TO BE ADVERTISED:
     
2)   NAME:
     
# OF TIMES TO BE ADVERTISED:
     

(PLEASE ATTACH ANY ADDITIONAL PUBLICATIONS)
APPLICATION PROCEDURE:  (CLASSIFIED APPLICANTS ARE REQUIRED TO SUBMIT A UNIVERSITY EMPLOYMENT APPLICATION TO HRS FOR REVIEW.  A & P APPLICATIONS ARE REQUIRED TO SUBMIT A RESUME SUPPLEMENT TO HRS FOR REVIEW.)

 FORMCHECKBOX 
 Cover Letter
 FORMCHECKBOX 
 Resume
 FORMCHECKBOX 
 3 Letters of Recommendation
 FORMCHECKBOX 
 Transcripts
 FORMCHECKBOX 
 3 Current References
 FORMCHECKBOX 
 Curriculum Vita

CLOSING DATE FOR ADVERTISEMENT:
 FORMCHECKBOX 
 5 Business Days
 FORMCHECKBOX 
 Until Filled
 FORMCHECKBOX 
 Other
     

FACULTY ONLY
SEND RESUME OR VITA INFORMATION TO:
     
REVIEW OF RESUMES BEGINS:
     
CLOSING DATE:
     
APPOINTMENT DATE:
     

APPROVALS
	1) Department: ____________________________________Date: ______________

	2) Dean: _________________________________________Date: ______________

	3) HRS:__________________________________________Date: ______________

	4) ORSP/Budget: __________________________________Date: ______________

	5) EO/AA Office: __________________________________ Date: ______________

	6) Vice President: _________________________________ Date: ______________


(Instructions for Employment Requisition Form on Back)
                                                                                                                            Revised 1/04

EMPLOYMENT REQUISITION FORM
GENERAL INSTRUCTIONS

POSITION
· Check appropriate type of requisition:  Classified, Administrative & Professional, or Faculty

· Job Code & Position Title:  All titles and job code numbers are listed in the current Pay Plan.  If not listed, please contact the Human Resource Services Office.

· Regular or Temporary, Full-Time or Part-Time, and Tenure, Tenure-Track or Non-Tenure:  Please check applicable status; if temporary full time or temporary part time, a memo or letter of justification with approvals from the Director or Dean, Human Resource Services, and appropriate Vice President is required before routing of the requisition.  Memo must list the source of funding.  Dates should include the starting date all the way through the end of the fiscal year.

· Department & Date:  Name of hiring department and date requisition was created.

· Hiring Official & Ext:  Name of person who will have primary responsibility for reviewing applications, resumes, etc. and their phone extension.
COMPENSATION
· Pay plan minimum (Annually):  All positions require the entry level to be posted on the job requisition; these amounts can be found in the current Pay Plan by accessing www.utep.edu, HRS web page, then Pay Plan.  Prior approval from the HRS Compensation Manager or Director is required before a New Employee can be hired at 10% above the entry (memo from the Director or Chair to HRS).  Prior approval from the appropriate Vice President is required to hire a new employee at 11%-20% above entry level (memo from the Director, Chair through HRS to Vice President).  All salaries above 20% of entry require the approval of the President.


· Advertised Salary:  The position will be advertised at the pay plan minimum or Depending on Experience (DOE).


· Account Number:  Salary or wage account number.


· Contract/Grant Name:  If Contract or grant, please give name of account.  The Contract/Grant Fund Name and Account Number can be obtained from the Office of Research & Sponsored Projects.

STATUS
· New Position:  Please indicate if this is a New position.  New positions must have prior approval from HRS, respective VP, and the Office of the President before completing a requisition.

· Name of Person Being Replaced, Ending Salary, Budget Page/Item:  For Budget Page/Item, refer to the operating Budget Book or contact the Budget Office in Financial Services.

ADVERTISEMENT
Please email recruitment ad text to adtext@utep.edu and attach a copy to this employment requisition for CLASSIFIED openings.  HRS will provide the minimum qualifications for the position based on the job description.  For Faculty and A & P positions, please email recruitment ad text to adtext@utep.edu.  For all positions, please be sure and attach a copy to the employment requisition.

· Department Account Number:  Department Account Number to be used for advertisement billing purposes.  Usually the department M&) account can be used for advertising.  All positions are advertised in the University’s Employment Opportunity Listing, the Web Page (www.utep.edu/hresourc/home.html), and the Job Line (747-8837) free of charge.


· Publication(s):  Check the appropriate publications that you would like your advertisement placed.  For journals, publications, newspapers, etc. include publication name in the space provided.


· # of Times to be Advertised:  Please list how many times you would like your advertisement placed in the publication.


· Application Procedure:  Please indicate what type of documents you are requesting from the applicant.  All classified applicants are required to submit an employment application to HRS for review.  A & P applicants are required to submit a resume supplement to HRS for review.


· Closing Date for Advertisement:  Select the closing date for the open requisition.  The position can be closed after 5 business days, until the position is filled, or as specified by the department.
FACULTY ONLY
· Send resume or vita information to:  Please indicate the “to apply” instructions for the applicants.


· Review of resumes begins/Closing Date/Appointment Date:  Include the date you will begin reviewing resumes, the last day you will accept resumes, and the appointment date for the open position.

APPROVALS
· Review/Approval Routing:  Upon completion of the requisition, the Dept. Chair/Director signs & forwards to the appropriate Dean for review & approval (if applicable).  The requisition is forwarded to HRS for review & approval.  HRS then forwards to either Budget or ORSP for review & approval.  The requisition is then forwarded to EO/AA for review & approval.  EO/AA forwards the requisition to the appropriate Vice President for final approval.  After final approval the requisition returns to HRS for advertising.
