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Request to Advertise & Fill Vacancy

The following documents must be attached to this form:
· Job Advertisement (see template)
· Position Description with Department Head/Supervisor Signature
· Criminal Background Check Worksheet (documents sensitive designation)

Request Information
Table 1-Request Information
	Requestor Name:
	Click or tap here to enter text.	Requestor Email:
	Click or tap here to enter text.
	Requestor Position:
	Click or tap here to enter text.	Requestor Department:
	Click or tap here to enter text.
	Request Submission Date:
	Click or tap to enter a date.	Requested Posting Date:
	Click or tap to enter a date.


Position Information
Table 2-Position Information
	Department:
	Click or tap here to enter text.	Department Number:
	Click or tap here to enter text.
	Position Title:
	Click or tap here to enter text.	Direct Supervisor:
	Click or tap here to enter text.
	Timesheet Approver:
	Click or tap here to enter text.	Funding Source/Budget Number:
	Click or tap here to enter text.
	Position Type (FT/PT):
	Choose an item.	Position Type (Staff/Faculty, RG/CT):
	Choose an item.
	Exemption Status:
	Choose an item.	Collective Bargaining Eligibility:
	Choose an item.


Vacancy Funds
If Vacancy is for Existing Position:
Table 3-Vacancy Information for Existing Position
	Previous Incumbent:
	Click or tap here to enter text.	PIN:
	Click or tap here to enter text.
	Date Resignation Received:
	Click or tap to enter a date.	Resignation Date:
	Click or tap to enter a date.
	Compensation of Previous Incumbent ($ amount only):
	Click or tap here to enter text.	Compensation Type (Hourly/Salary/Stipend): 
	Choose an item.


If Vacancy is for New Position:
Table 4-Vacancy Information for New Position
	Position Rationale:
	Click or tap here to enter text.


Salary Information
Table 5-Salary Information
	Compensation Amount/Range ($ amounts only):
	Click or tap here to enter text.	Compensation Type (Salary/Hourly/Stipend):
	Choose an item.
	Compensation Details (i.e. stipend distribution, pay justification, etc.):
	Click or tap here to enter text.


Advertisement Information
Table 6-Advertisement Information
	Advertisement Point of Contact (POC):
	Click or tap here to enter text.	POC Title:
	Click or tap here to enter text.
	POC Phone:
	Click or tap here to enter text.	POC Email:
	Click or tap here to enter text.
	Advertisement Locations (check all that apply):
	☐SMCM Website (syncs to Indeed and HigherEdJobs)
	☐Chronicle of Higher Education Online
	☐Other (share more information below)

	Other Advertisement Location Information (include websites and costs as needed):
	Click or tap here to enter text.


Search Committee
Table 7-Search Committee Information
	Committee Chair:
	Click or tap here to enter text.
	Committee Members:
	Click or tap here to enter text.



Required approval signatures on next page.



Approval

The following approval signatures must be obtained prior to advertising and filling the requested vacancy. Please circulate the document to the appropriate parties in order of approval signature:

1. Department Head signs and forwards to Senior Administrator (Vice President, Dean, etc.).
2. Senior Administrator signs and forwards to Vice President for Business and Finance.
3. Vice President for Business and Finance signs and forwards to President.
4. President signs and forwards to Manager of Human Resources.
5. Manager of Human Resources signs and posts job advertisement.

1. 	Department Head Review and Approval
Table 8-Department Head Approval
	Name:
	Click or tap here to enter text.	Title:
	Click or tap here to enter text.
	Signature:
	Click or tap here to enter text.	Date:
	Click or tap to enter a date.


2. 	Senior Administrator Review and Approval
Table 9-Senior Administrator Approval
	Name:
	Click or tap here to enter text.	Title:
	Click or tap here to enter text.
	Signature:
	Click or tap here to enter text.	Date:
	Click or tap to enter a date.


3. 	Vice President for Business and Finance Review and Approval
Table 10-Vice President for Business and Finance Approval
	Name:
	Click or tap here to enter text.
	Signature:
	Click or tap here to enter text.	Date:
	Click or tap to enter a date.


4. 	President Review and Approval (not required for contractual employees)
Table 11-President Approval
	Name:
	Click or tap here to enter text.
	Signature:
	Click or tap here to enter text.	Date:
	Click or tap to enter a date.


5. 	Manager of Human Resources Review and Approval
Table 12-Human Resources Approval
	Name:
	Click or tap here to enter text.
	Signature:
	Click or tap here to enter text.	Date:
	Click or tap to enter a date.
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