CITY OF HELENA

REQUEST TO RECRUIT AND FILL A POSITION

POSITION TITLE:       

 FORMCHECKBOX 
 New Position
 FORMCHECKBOX 
 Vacated Position; Name of leaving employee:       

Department/Division:       

Hire Range:  Grade(s):      

Step(s):      


Work Schedule:  Days of week (ie M-F):      

Hours of work (ie 8-5 or varies):      

Type of Recruitment:
 FORMCHECKBOX 
 Internal
Recommended Open date (if not asap):      


 FORMCHECKBOX 
 External
Recommended Open date (if not asap):      


Length of time recommended to be open (ie 2 weeks, etc):       

Supplemental Questions (optional to use):

1.      


2.      


The HR office will be in contact with the supervisor shortly after position is approved to recruit. Think about what 3 to 5 criteria (knowledge, skills, abilities, etc) from the position description are the most important for a new hire to have (above the minimum qualifications listed). Also start thinking about interview questions. Both these items will need to be completed before the closing date. 
REVIEW OF CURRENT POSITION DESCRIPTION IS REQUIRED PRIOR TO RECRUITMENT
Changes to current position description?       FORMCHECKBOX 
 no
  FORMCHECKBOX 
 yes, must send electronic copy to HR

ADVERTISEMENT: HR will pay for Helena area advertisement only (EXCEPT SSD) which includes our web page, the Helena IR, their online option and the Job Service. Please list areas of advertisement aside from these, i.e. other newspapers, local, MT group, specific publications, etc, you would like to advertise with.  The department must pay for all other advertisements.  The dept. is responsible for arranging all ads other than MT newspapers & job service. 
List:      

Required Application Materials:

 FORMCHECKBOX 
 City Application
 FORMCHECKBOX 
 Cover Letter
 FORMCHECKBOX 
 Resume
 FORMCHECKBOX 
 Typing Test
 FORMCHECKBOX 
 Data Entry (10 key) Test
 FORMCHECKBOX 
 Copy of Transcripts
 FORMCHECKBOX 
 Copy of relevant certifications

Recommended Committee Members: It is strongly suggested that the supervisor should act as the chair. . The chair and 1-2 other individuals will review applications, then they with 2-3 other members will interview. The supervisor is responsible for contacting reviewers/interviewers prior to submitting this form. Please list only one person per line.
Supervisor/Chair:      

App reviewer:      

Opt App reviewer:      


Interview members in addition to the 2-3 reviewers above:

Interview Member:      

Interview Member:      

Opt Interview Member:      

Opt/Alt Interview Member:      

Final committee subject to approval by the City Manager.
APPROVAL

Department Head

Date

HR Manager

Date

City Manager

Date
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