Classification and Recruitment Form - 888


Instructions

The Classification and Recruitment form-888 is submitted to initiate the recruitment and/or classification process for 888 position requests at the university.  

Complete:

Section 1
General information and signature section. 

Section 2
Attach a generic job description OR complete the job description and requirements section, if appropriate.
Please submit the completed classification and recruitment form through your department/organization and budget offices, to the appropriate human resource office:

Camden Campus:
     
Newark Campus:
      
New Brunswick Campuses:

Camden Human Resources
Newark Human Resources
University Human Resources
Provost’s Office


Blumenthal Hall


ASB Annex I

Camden Campus

Newark Campus

Busch Campus


(856) 225-6475


(973) 353-5500
            

(732) 445-3020
SECTION 1 – GENERAL INFORMATION AND SIGNATURES

Action(s) Requested:




Fill a Vacancy       
 FORMCHECKBOX 





Classify a New Position
 FORMCHECKBOX 



Reclassify an Existing Position
 FORMCHECKBOX 






(Vacant or encumbered)

Position is a: 
Full time         FORMCHECKBOX 


12-month   FORMCHECKBOX 



Part time        FORMCHECKBOX 

10-month   FORMCHECKBOX 
         


(Hours per week      )             

	     

	Name of Person Requesting Review



	     
	     

	Position’s Current Title
	Current Grade/Range

	     
	     

	Incumbent’s Name

	Campus Telephone Number

	     
	     

	Position’s Proposed Title                                                       
	Proposed Grade/Range

	     
	     

	Account and Line Numbers
	Reporting Relationship Code

	     
	     

	Unit (College/Department/Division) Location (Campus/City)
	Location Code

	     
	     

	Supervisor’s Name and Title
	Campus Telephone Number


	
	     

	Supervisor’s Signature
	Date

	
	     

	Dean/Department Head/Director’s Signature
	Date

	
	     

	Vice President/Provost’s Signature
	Date


	
	     

	Budget/Grant and Contract Accounting Signature
	Date


	     

	Name and telephone number of person to receive bid forms or resumes


Created 1/2005
SECTION 2 – JOB DESCRIPTION AND REQUIREMENTS

1. Position Summary

Provide a brief summary that expresses the primary role or reason the job exists


     


2. Job Description

Briefly list and describe in order of importance, the key duties for this position.  For each key duty state in a few words: 

· What are the expected outcomes
· How are the key duties performed
      Please identify the percent of time spent on each.

	1.      
	    %

	2.      
	    %

	3.      
	    %

	4.      
	    %

	5.      
	    %

	
	100%




3. Education, Experience, Skills, and Special Conditions:

Please state the minimum level of education, experience, licenses, certifications, specialized training, additional skills, abilities, physical, environmental, or special conditions required to successfully perform the key duties for the position.

     
Please state any education, experience, certification, licenses, knowledge, skills, or abilities that are not essential to the position but preferred.

     
Rutgers, The State University of New Jersey
1
University Human Resources

