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Staff / Administrative Form 1
Job #
Authorization to Recruit
Date
Screening Committee Chair
Phone (ext.)
Contact Person
Phone (ext.)
Review of the Human Resources Recruitment Procedures is required for all recruitments. 
Form 1 must include the following:
1) List of screening committee members
2) Additional outreach venues
    (visit Outreach Checklists and Resources for guidance)
3) Vacancy Announcement / Draft
4) Current Position Description and Organizational Chart
5) Completed Position Justification (below)
Account to be charged for advertising if applicable:
Account
Fund
Department
Program
Class
Project
Position Details (if known)
Classification
Working Title
Department
Supervisor / Lead
*CMS Position #
Job/Class Code
Range Code
Salary Range
Position Funding
Provide a brief statement regarding the department's ability to fund the position using on-going, base funding.
Annual Funding Detail
Current Funding
Salary
Benefits
Total
Expected Funding
Salary
**Benefits
Total
Delta
Position Funding Source
FTE
Account
Fund
Department
Program
Class
Project
* If new position, the University Budget Office will assign a position number.
**Using the benefits calculator at http://www2.humboldt.edu/budget/benefits-calculator using employee plus 1 dependent as the default.
Revised 4/2017
Position Justification
1. How does this position support the HSU strategic plan (check all that apply) ? http://strategicplan.humboldt.edu/ 
2. How does this position support student success, as outlined in the strategic plan (be specific)?
3. How is this position critical to the university, your division, and your department? 
4. Have any changes occurred in the past 12 months that would impact the need for this position? If so, indicate below.
Provide a statement detailing these changes:
5. What staffing alternatives were considered? (check all that apply)
Provide a statement regarding why these staffing alternatives were considered but not implemented. Include an assessment of the effect on the department's operations if the position were not allocated and filled.
6. Provide a statement regarding the department's ability to provide adequate space and other essential resources for the position.
7. Additional comments
Verification
Hiring Authority
Date
Dean/AVP (if applicable
Date
Vice President
Date
HRAPS
Date
Budget Office
Date
Comments
Recommendation/Approval
Cabinet Recommendation
Date
President Approval
Date
Comments
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