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DEPARTMENT OF HUMAN RESOURCES
JOB POSTING REQUISITION FORM



***PLEASE READ BEFORE MOVING FORWARD***
1. *PLEASE NOTE THAT INCOMPLETE FORMS WILL BE FORWARDED BACK TO THE SENDER*

2. If this is a brand-new posting, and you do not see the job code in UKG, please attach the new description to your message. *If this position is new to your department, you must include your Department Head signature.

3. THIS COMPLETED FORM MUST BE EMAILED TO: recruitment@archbalt.org IN MS WORD FORMAT.   

ALL SECTIONS WITH A (*) MUST BE FILLED 
	[bookmark: _Hlk167969168]*POSITION NAME*:  
	*UKG JOB CODE*:
	*NUMBER OF FULL-TIME EMPLOYES (FTE) *: 

	*COMPANY NAME*: 
	*CITY, STATE*:

	*LOCATION ACCOUTING CODE*:
	□BENEFIT ELIGIBLE
□NON-BENEFIT ELIGIBLE

	DAILY/WEEKLY HOURS:     
	EXPECTED START DATE:  

	*CHOOSE ONE:
□SALARY RANGE:  
□HOURLY RANGE:

	□BUDGETED
□NON-BUDGETED
□GRANT FUNDED
 
	REPLACEMENT? 
□YES (If yes please state name): 
□NO
	Must be Practicing Catholic?     
□YES 
□NO

	NEW POSITION?
□YES 
□NO
	IF THIS IS A NEW OR CONSOLIDATED POSITION WITH NO CURRENT JOB CODE WOULD YOU LIKE HR TO ASSIST IN DEVELOPING A DESCIPTION?
□YES       □NO




Please provide the following information for the hiring process contact person.
	NAME:  
	TITLE:  

	PHONE:
	EMAIL:  

	*NOTE ANY SPECIAL POSITION DETAILS THAT MUST BE NOTED ON THIS POSTING*:








Approval: 														    

Executive/Vicar General Approval (*For Catholic Center positions only*):
															                               
Connect with Tina Marie Price (tina.price@archbalt.org @X8451), or Henrietta Yeboah (henrietta.yeboah@archbalt.org @ X3140) with any questions.  
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