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Employee request form 

Temporary or permanent employee request form 

Submit this form to the Office of Human Resources to request a temporary or permanent employee. 

Position information 

Department contact person: _______________________________________________ 

Phone number: __________________________________________________________ 

Email address: ___________________________________________________________ 

Department ID number: ____________________________________________________ 

Department name: ________________________________________________________ 

Campus location: _________________________________________________________ 

Number of positions: ______________________________________________________ 

Duration of position: ______________________________________________________ 

Position accounting numbers: ______________________________________________ 

Job title and job code: _____________________________________________________ 

Working title: _____________________________________________________________ 

Salary offer: ______________________________________________________________ 

Background check or fingerprint security sensitive — yes or no: __________________ 

Brief job description: _______________________________________________________ 

__________________________________________________________________________ 

__________________________________________________________________________ 

Areas of experience needed — be as specific as possible: ________________________ 

__________________________________________________________________________ 

__________________________________________________________________________ 

__________________________________________________________________________ 
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