CITY OF BREVARD PERSONNEL REQUISITION

	Departmental Request
	Position Information

	
	Department:
	Position Title:
	Position #:



	
	Is the job description current?                     (   Yes          (   No

	
	Hours per day:
	Work Schedule:  



	
	· Replacement                                Prior Employee Name:

	
	· Change to Current Position          (Attach explanation and justification.)

	
	· New Position                                (  Approved in FY Budget process

                  (Attach justification.)                 (  Approved by BOC in meeting dated

	
	Recruitment Information

	
	Start Date Desired:

	
	List any specialized skill or training required:   



	
	Recruitment Sources Requested:

· Internal Posting  
· Employment Security Commission

· City Employment Page on Website

· Times News Newspaper Ad

· Other (specify)

                    (Requesting Department is responsible for all “Other” recruitment costs)

	
	Name of Department Interviewer:

	
	What type of assistance would you like from HRD?

· Screen applications for minimum qualifications

· Refer all applications

· Participate in interviews

· Other:



	
	Authorization

	
	Department Head Signature:
	Date:


	Human Resources  Review
	Date Received:
	Date Forwarded to City Manager:

	
	Current position information:

	
	Pay Grade:
	Start Salary:

	
	· Full Time

· Part Time

   Full time Equivalency:        %

· Temporary

       Full time Equivalency:         %
	· Regular (upon successful completion of probation)
· Project
                   Length of Assignment:

· Temporary 

                   Length of Assignment:


	· Exempt

· Nonexempt

	
	Position Title:
	Reviewed current job description?         (   Yes          (   No

	
	Additional Comments/Recommendation:



	
	HR Representative Signature:
	Date:


	City Mgr Authorization
	COMMENTS/AUTHORIZATION

	
	Request:      (   Approved          (   Denied
	Recruitment:      (   Proceed         (   Hold

	
	Additional Comments:



	
	City Manager Signature:
	Date:


	For HR Use Only
	Date Received from City Manager:  
	Date Position Filled:

	
	Recruitment Period:


	Start Date:

	
	New Employee Name:




