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	Title of position:
	

	Reporting to:
	

	Reason for requisition: 

(replacement, transfer, increase in headcount)
	

	Ideal start date:
	

	Category of Employment:

(full time, part time, fixed term, casual, contractor)
	

	Days per week:
	

	Hours per day:
	

	If appointment is temporary / casual – how long required:
	

	Remuneration:

(salary; hourly/daily rate for casuals)
	

	Other benefits 

(e.g. motor vehicle) 
	

	Applicable incentive plan:
	

	Additional Requirements e.g. travel
	

	Risks of NOT filling or delaying to fill the position:
	

	Is the position included in budget forecasts?
	

	Advertising Medium (agency or direct)
	


Requested by:

Name:

__________________________________________________________


Signature:
________________________
Date:
_______________________

Approval:
Name:

__________________________________________________________

Signature:
________________________
Date:
_______________________
Recruitment Requests must be approved by the Chief Executive Officer.

Please attach the Position Description and Commission/Bonus/Share Plans as appropriate.
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