Rehoboth McKinley Christian Health Care Services Position Requisition (Request to Hire)
NAME OF (EE TERMINATING OR TRANSFERRING)  LAST DAY WORKED__________
NEW POSITION (must be accompanied by an approved job description and appropriate budget information)
	POSITION TITLE

	 JOB CODE #

	LOCATION

	PHYSICAL DEPT NAME & NO.




	 FT    PT       PRN

HOURS PER PAY PERIOD
              
	SHIFT
DAYS          EVENINGS
NIGHTS    VARIES
	TYPE PAY PLAN
NON-EXEMPT      EXEMPT

	Approved FTE Dollars: 
            
	Current FTE Utilization:
                   
	Impact of Additional FTE to DPM 
              

	HIRING OFFICIAL

 
	PHONE             
PAGER        
	
FAX      


	OTHER BUDGET INFORMATION / JUSTIFICATION

	 INTERNAL DEPT POSTING
HR or Dept. Mgr. /Supervisor generates a posting memo that is displayed within dept.  Only current employees of the department may be hired into these positions. All department employees interested in the position must complete a transfer application. All qualified employees must be interviewed before anyone may be hired into the position.  Internal dept. posting time is three (3) calendar days.  
 WAIVER OF POSTING
(write explanation in Comments section)
	 EXTERNAL POSTING
The position opening will appear on the RMCHCS external web site. All interested persons who meet the minimum qualifications may apply. Current employees and external candidates may be hired to fill these jobs.  
INTERNAL SYSTEM POSTING
The position opening will appear on the RMCHCS posting indicating that only internal employees may apply.   Internal posting time (3) days.

	COMMENTS: Please specify special shift, days or hours requested.

	

	SIGNATURES

	
Administrator approval  (electronic signature)  – 

CEO approval (electronic signature)  - 
	
DATE

DATE

	HUMAN RESOURCES ONLY            Date received  

	NAME -NEW HIRE/TRANSFER

	JOB CODE # 
	START DATE

	JOB REQ. #


	SALARY RATE

	POSTED ON

	REMOVED ON


	ADDITIONAL COMMENTS

	SECONDARY POSITION
	MIN/MID/MAX – RANGE





RMCHCS REQ_10.6.2013
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