Employee Requisition Form
Position Details
Position title:
Start date:

End date:
How many hours per week will casual employee work:
Has this position been graded:
YES/NO*  
If yes, please provide Grade:
Has a suitable candidate been identified?  YES/NO
Name of suitable candidate:
Name of Line Manager:
Building where employee will be located:
*If the position needs to be graded this may result in a delay in the recruitment process
Advert Details
	Closing date for advert:                                                    (either one or two weeks is recommended) 
Advert Text:
Please attach a job description/person spec with this advert.


In case of any queries, please provide your name and contact details:
Name:
Contact:
This completed form and supporting information should now be sent to: HRRecruitment@port.ac.uk  
HR USE only
□  Position has been graded (HERA)
□  Advert received                                                                  
□  Job description received                                                                  
□  Ring fence checked
□  Department notified of ring fence applicant(s) identified
□  Advert/Job description/requisition form sent to Purple Door

