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All positions and job opening requests must be submitted by Friday at 5:00 PM.  The FAES HR Service Center will approve and enter your requests.  You will receive a notification of the new position number and/or job requisition number once the process has been completed. 
Position #
Job Code/Classification
Salary Admin Plan / Range
Work Location
Standard Hours
Headcount
Reg / Temp / Term
Appointment Length
Target Salary Range: Min
Target Salary Range: Max
Long Term Closure
Short Term Closure
Reports to Position #
Working Title for Report To
Decisions Directly Impact:
Working Title
DETAILED POSITION DESCRIPTION
DETAILED JOB DESCRIPTION
Essential Duties
Duty %
Duty Description    
%
%
Total %
Supervises (enter number of each supervised)
EDUCATION AND EXPERIENCE
Education: List of acceptable majors/minors in PeopleSoft
Minimum Education Required
Additional education desired
#1 Major
#2 Major
Experience
Required Experience
Desired Experience
JOB DETAILS
Number of openings
Desired Start Date
Search Chair / Contact EmpID
JOB POSTING
Posting Date
Posting Duration
COMMENTS
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