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Position Request & Recruiting Form
	

	
	Instructions
	

	
	Submit for authorization to fill a vacant position or create a new position.  Please attach a current job description.  By default, positions will be posted on the CSP Web site for a minimum of two weeks.  This form is not required for adjunct faculty appointments.  This form must be printed out & signed by the appropriate approvers (see Approval).
	

	
	Position Information
	

	
	Position Title:
	     
	

	
	Department Name:
	     
	

	
	Terms of Employment:
	[bookmark: TermsTenure][bookmark: TermsTerm]|_| Tenure Track Faculty    |_| Faculty of Practice
Note: Form not required for Contracted Faculty of Practice
Select contract length:
|_| 1 year contract              |_| 2 year contract 
	[bookmark: TermsSTaffRegular][bookmark: TermsStaffTemp]|_| Staff Regular (at will)
|_| Staff Temporary (note end date in comments)
|_| Graduate Assistant (CSP Student)
|_| Graduate Intern (Non-CSP Student)
|_| Student Employee (CSP Students only)
	

	
	Target Rate of Pay (not required for Faculty):
	     
	Note:  Salary/ Hourly rate will be evaluated according to Concordia’s current compensation standards
	Full Time Equivalency %:
	[bookmark: FTE]     
	

	
	Requested Employment Type:
	[bookmark: Check4]|_| Hourly (overtime non-exempt)
[bookmark: Check5]|_| Student Hourly (limited to minimum wage)
|_| Salaried (overtime exempt)
|_| Stipend (graduate assistant/intern only)
	Note: Employment type will be reviewed according to current Department of Labor standards for Salaried (exempt) employees
	

	
	Selection Committee Members
	IT Resources Required
	Explanation & Comments
	

	
	Please include all members and identify the hiring manager & committee chair.
[bookmark: Text2]     
	[bookmark: ITBannerClient][bookmark: ITWebCT]|_|Desktop
|_|Laptop
|_|Banner Client Access
|_|WebCT Access
	[bookmark: Text1]     
	

	
	
	
	Name of Employee Replaced:      
	

	
	
	|_|Email
|_|Voicemail

	
	

	
	
	
	[bookmark: ReplacementLeave][bookmark: ReplacementTransfr][bookmark: ReplacementTerm]|_| On Leave
|_| Transferring 
|_| Terminating
	[bookmark: ReplacementFTE]Current FTE:      
	Current Salary:
     
	

	
	Costs & Funding Sources
	Advertising
	Approval
	

	
	
	FOAPAL String
	Cost
	[bookmark: AdChronHigherED]Automatically posted to HigherEd Jobs, Indeed, and through LCMS.
|_| Chronicle of Higher Ed
	
Department Head/Chair	Date

Additional Notes
	

	
	Salary and Benefits:
(required)
	[bookmark: CostSalaFOAPAL]     
	     
	
	
	

	
	
	
	
	[bookmark: AdWaiver]|_| Request to waive CSP Web site advertising
(explanation required)
	
	

	
	Computer Lease:
|_|Desktop |_|Laptop
	[bookmark: CostCompFOAPAL]     
	     
	
	
	

	
	Other:
(note in comments)
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