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Temp Employee’s Name (if known):      
Temp Employee’s contact Information (if known):      
Payroll Title:      
Pay grade:      
Working Title:        
Area/Lab:      
Supervisor:      
Proposed/budgeted Salary Range:       
Budget #:      
Ideal Start date:      
End Date:      
FTE:        or  Approximate Hours per week:      
Following questions are for open recruitments only:

Posting period (1 week, 2 weeks, open until filled, etc):      
Names of Interview Committee Members:      
To which website(s) should this opening be advertised:       
Would you like assistance with the recruitment process? (i.e., reviewing resumes, phone screenings, interview participation, sample interview questions, reference checks, salary negotiations):      


Position Purpose

     


Responsibilities (Identify the percent of time spent on each major duty, listed in decreasing order of importance. The total job duties must equal 100% regardless of the position’s % FTE.)

Lead Responsibilities (if applicable)
     
Supervisory responsibilities (if applicable)

     


Minimum Qualifications

     
Desired Qualifications

     
Working Conditions

     
Please return this form to Kathy Troyer (ktroyer@uw.edu), GS HR Manager. 
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