Temporary Job Opening Requisition Form

Please complete all fields and then forward completed requisition form via email to your Staffing Consultant.

Alexis Wisniewski -Chicago Campus


           

Theresa Barron-Evanston Campus

750 N. Lakeshore (Rubloff) Suites 693 & 694



1801 Maple, Suite 1101

Chicago, IL 60611





            
Evanston, IL 60208

Email: alexis-wisniewski@northwestern.edu




Email: t-barron@northwestern.edu

Phone: 312-503-1234 






Phone: 847-467-0048

	Temporary Job Title: 
	
	ETES Supervisor (name):
	

	Department Name:
	
	ETES Supervisor (ID #): 
	

	Date of Request:
	
	Requester:
	

	Assignment Start Date:
	
	Email Address:
	

	Assignment End Date:
	
	Phone Number:
	

	6 Digit Department Number
	
	Work Address:
	


Temporary Job Description:

Skills Required:

Software Required:
Work Hours:   

From:

To:
If hours are part-time, please specify in table below:

	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday

	Start

Time:
	End

Time:
	Start

Time:
	End

Time:
	Start

Time:
	End

Time:
	Start

Time:
	End

Time:
	Start

Time:
	End

Time:
	Start

Time:
	End

Time:


Background Screening:
· By selecting ‘yes’ to any of the next 8 questions- you are indicating that this position will require a criminal background check be completed prior to the start date. 
1. Does this position require a valid driver’s license or commercial driver’s license?  

 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

2. Does this position have access to controlled substances?  




 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

3. Does this position have the use of a university procurement card with authorization to spend in excess of $5000.00?  










 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

4. Does this position receive or deliver merchandise items with a value exceeding $5000.00?  
 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

5. Does this position work with persons under age 18 or with diminished mental capacity?  
 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

6. Does this position have access to social security numbers or credit account information of students,

       parents,  faculty, staff, donors, or other sources of payments to the university?

 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No




7. Does this position require access to Northwestern Memorial Hospital?


 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

8. Does this position require access to student residences?




 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

For your Staffing Consultant’s Use:
9. Are you interested in reviewing resumes?      





 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

If so, how many? 

10. Are you interested in interviewing temporaries?





 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

If so, how many? 

11. Are you requesting a former temporary employee?





 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
      If so, what is the name?
Reason For Temporary Usage:        
 FORMCHECKBOX 
 Open Requisition


 FORMCHECKBOX 
 Sick



 FORMCHECKBOX 
 Project

 FORMCHECKBOX 
 Vacation Coverage


 FORMCHECKBOX 
 FMLA


 FORMCHECKBOX 
 Seasonal Peak

 FORMCHECKBOX 
 Temp-to-Hire (potentially)

 FORMCHECKBOX 
 Other: 
Billing Information:

Hourly Rate:     $ ____________       Bill Rate: $ ____________  
	Approved Funding Source:

	%
	Fund
	Fin. Dept.
	Project
	Activity
	Program
	Acct.

	
	
	
	
	
	
	

	
	
	
	
	
	
	


1) Request for temporary employee cannot be processed without: 

a. providing an active chart string number (Fund, Financial Department, and Account are all required fields- while you may not have a project, activity, or program especially if not on a grant.)

b. All Temporary Employees hired through the Temporary Staffing Center will be under Acct. 60113
2) Staffing orders will be acknowledged within two hours of submission

3) An administrative charge of $2.98 will be applied to the hourly rate which should be included on form as the ‘Bill Rate’

HR Consulting and Staffing                                                                                                                                                  04/07/17

