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Department of Human Resources

STAFF EMPLOYMENT REQUISITION
	Date
	     
	
	Date Position Available
	     

	Business Title
	     
	Department
	     

	Mgmt Center
	 FORMDROPDOWN 

	Salary Acct No (OPR)
	     

	 FORMCHECKBOX 
 Full-time:
	     
	Hours/wk
	 FORMCHECKBOX 
 Part-time:
	     
	Hours/wk
	 FORMCHECKBOX 
 Term (1-3 years):

	
	 
	Days/wk
	
	 
	Days/wk
	End Date
	     

	Campus Location–Rm,Bldg
	     
	Phone
	     

	 FORMCHECKBOX 
 New Position
	 FORMCHECKBOX 
 New Job Description attached
	

	 FORMCHECKBOX 
 Replacement
	Replacing–EmplID
	     
	Empl Name
	     

	
	 FORMCHECKBOX 
 Revised Job Description attached
	 FORMCHECKBOX 
 Same Job Description attached 

	 FORMCHECKBOX 
 Complete WORKING CONDITIONS 2-page checklist

	 FORMCHECKBOX 
 Strong Internal Candidate within the department who meets the job qualifications

	
	 FORMCHECKBOX 
 No
	 FORMCHECKBOX 
 Yes
	EmplID
	     
	Empl Name
	     

	
	
	
	

	SUPERVISOR INFORMATION
	
	

	EmplID
	     
	Name
	     
	Title
	     

	Campus Location–Rm,Bldg
	     
	Loc Code
	    

	E-mail
	     
	Phone
	     
	Fax
	     

	
	
	
	

	IF THIS POSITION IS FUNDED BY A GRANT
	
	

	Funding Source:
	     
	Speedtype
	     

	Begin Employment
	     
	End Employment
	     
	

	
	
	
	

	APPROVALS
	
	

	Supervisor
	
	Date
	

	Mgmt Ctr/Dept Head
	
	Date
	

	Mgmt Ctr Budget Office
	
	Date
	

	Univ Budget Office
	
	Date
	

	Occup Env Safety Office
	
	Date
	

	
	
	
	

	FOR HUMAN RESOURCES USE

	Job Code 
	
	Title
	
	Grade
	

	Empl Class
	(STE    (STX    (STF    (ST4    (SG4    (STT
	 Min Salary
	$

	Compensation Approval
	
	Date
	

	Employment Approval
	
	Date Posted
	

	Position under utilized
	( No
	( Yes,
	then
	( Women or
	( Minorities


STAFF WORKING CONDITIONS 
Job hazards (safety training required)

Employee is directly exposed to the following hazards in the work environment:
	 FORMCHECKBOX 
 Animals
	 FORMCHECKBOX 
 Confined space entry
	 FORMCHECKBOX 
 Radioactive materials

	 FORMCHECKBOX 
 Around moving machinery

	 FORMCHECKBOX 
 Excessive noise
	 FORMCHECKBOX 
 Repetitive motion

	 FORMCHECKBOX 
 Baseline evaluation of hearing required
	 FORMCHECKBOX 
 FBI check/fingerprinting
	 FORMCHECKBOX 
 Restricted access

	 FORMCHECKBOX 
 Baseline evaluation of vision required 
	 FORMCHECKBOX 
 Fumes, dust, others
	 FORMCHECKBOX 
 Powered industrial vehicle (fork/reach/ bucket lift)

	 FORMCHECKBOX 
 Bloodborne pathogens
	 FORMCHECKBOX 
 Infectious agent
	 FORMCHECKBOX 
 Select agents 

	 FORMCHECKBOX 
 Chemicals
	 FORMCHECKBOX 
 Laser
	 FORMCHECKBOX 
 UV Light

	 FORMCHECKBOX 
 Commercial products (oil, cleaning solvents)
	 FORMCHECKBOX 
 Pesticides or herbicides
	 FORMCHECKBOX 
 X-ray

	 FORMCHECKBOX 
 Other 
	     


Job tasks

Employee will have the following tasks:

	 FORMCHECKBOX 
 Lifting up to 
	   
	lbs.
	 FORMCHECKBOX 
 Security (campus patrol)

	 FORMCHECKBOX 
 Respirator use
	 FORMCHECKBOX 
 Plant (facility maintenance)

	 FORMCHECKBOX 
 Physical exertion
	 FORMCHECKBOX 
 Custodial (building/waste maintenance)

	 FORMCHECKBOX 
 DOT shipping/receiving of hazardous, biological, or infectious materials
	 FORMCHECKBOX 
 Grounds (lawn maintenance)

	 FORMCHECKBOX 
 Other 
	     


Explain if employee is responsible for individuals under the age of 18 years?

	     


Personal protective equipment required

Employee will need the following equipment:

	 FORMCHECKBOX 
 Appropriate gloves
	 FORMCHECKBOX 
 Laboratory coat
	 FORMCHECKBOX 
 Respiratory protection

	 FORMCHECKBOX 
 Hard hat

	 FORMCHECKBOX 
 Protective eyewear
	 FORMCHECKBOX 
 Safety shoes

	 FORMCHECKBOX 
 Hearing protection
	 FORMCHECKBOX 
 Other 
	     


STAFF WORKING CONDITIONS (continued)
Ergonomic concerns

Employee will need to perform the following activity(ies):

	 FORMCHECKBOX 
 Balance
	 FORMCHECKBOX 
 Crouch
	 FORMCHECKBOX 
 Reach

	 FORMCHECKBOX 
 Bend/Stoop

	 FORMCHECKBOX 
 Keyboard/Type
	 FORMCHECKBOX 
 Reach above shoulder

	 FORMCHECKBOX 
 Climb ladders
	 FORMCHECKBOX 
 Kneel
	 FORMCHECKBOX 
 Repetitive motion

	 FORMCHECKBOX 
 Climb stairs
	 FORMCHECKBOX 
 Kneel
	 FORMCHECKBOX 
 Squat

	 FORMCHECKBOX 
 Crawl
	 FORMCHECKBOX 
 Push/Pull
	 FORMCHECKBOX 
 Use computer mouse

	Explain
	     


Travel requirements

 FORMCHECKBOX 
 Employee will be required to drive while on the job

	
	 FORMCHECKBOX 
 Employee will operate university vehicle

	
	 FORMCHECKBOX 
 Valid Ohio driver's license required

	
	 FORMCHECKBOX 
 Chauffeur driver’s license required (individuals will require pre-employment testing and random drug testing)

	
	 FORMCHECKBOX 
 Commercial driver’s license required (individuals will require pre-employment testing and random drug testing)


 FORMCHECKBOX 
 Employee will transport hazardous materials (chemicals, contaminated equipment, lead, PCB, paints)

	Other
	     


 FORMCHECKBOX 
 Employee will transport biohazardous waste (clinical samples, human blood or tissue, animals, contaminated equipment)

	Other
	     


 FORMCHECKBOX 
 Employee will transport universal materials (ballasts, batteries, computers, fluorescent bulbs, insecticides, mercury products)

	Other
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