	
 [Job Requisition addendum]
	December 7, 2010



JOB TITLE:
	Posting/Position #
	Employment Rep:

	Department Contact
	Ext:                       email:

	Direct Hiring Manager:
	Ext:                       email:


It is my goal to assist you in the most timely and efficient manner to successfully recruit and hire the best candidate for your open position.  I would just like to take a few moments of your time to ask some questions to help me better assist you in your posting and screening process. 
What is your time to fill? (Ideally the position should be filled within 60 days unless there are some challenges with the position) 
List the critical skills or special knowledge that is required to perform the position successfully:
In what areas do the applicants need to have experience?

What skills and qualifications do you prefer, but are not required? 

Describe the minimal education or training that would be required for a new employee coming into the position. If a degree is required please also add (where legally possible), or an equivalent combination of relevant education and experience may be substituted in lieu of the degree…

Are there any transferable skills you would accept?

List any computer software that pertains to this position:

Is there a certain industry you are looking for the applicants to be from? 

Would you like to create qualifying questions?

Do you have someone in mind already?

Are you looking for internal candidates first then external or both?

Are you soliciting referrals? 

Will there be a search committee? If so, have everyone been confirmed?

(Optional Question according to job)Physical Requirements: List any physical requirements that are “essential” to perform the job:
Additional comments, suggestions/request regarding the position:
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