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N.C. Department of Health and Human Services

                                          DIVISION OF HUMAN RESOURCES

REQUEST TO POST

Instructions:

	Hiring Manager/Supervisor
	Budget Officer/Designee

	1. Complete Section I and Section III electronically
2. Print document, sign, and obtain management approval, if required

3. Submit document to Budget Officer/Designee for review and approval
4. Once budget approval is received, submit completed form to HR for approval and posting
	1. Verify salary reserves are available up to the Recruitment Range maximum listed in Section I
2. Complete Section II

3. Sign form and return to Hiring Manager/ Supervisor


Section I
Hiring Manager/Supervisor completes this section
	Position Number:   
	Classification Title:       


	Location/County:        
	Working Title:              

	Division/Facility:          
	Section/Unit:               

	Date of expected vacancy:      

	Recruitment Range:  $        to   $        (or Recruitment Range maximum)

	Salary Grade:
           

	Competency Level (if career banded):         

	Work Schedule:          
	If part-time, # hours per week:       

	If time-limited, duration of time-limit (e.g. 12 months, 6 months):        

	If desire to post internally only, state reason:       
State Government only? (Y/N)           DHHS only? (Y/N)        
	Is position Exempt Managerial?       (Y/N)

Is pos. Exempt Policymaking)?        (Y/N)  
If Yes to either above, posting must state it’s Exempt Managerial or Exempt Policymaking and post a minimum of 10 business days.

	Is this a new position or have the duties changed for this position? (Y/N)          
If yes, please submit an updated position description and, if necessary, a revised organizational chart.


Section II
Budget Officer/Designee completes this section
Budgeted Salary:   $     

Salary reserves available up to Recruitment Range maximum? (see Section I)  (Y/N)        
BUDGET OFFICER/DESIGNEE SIGNATURE:





DATE:
Signatures below indicate approval for the requested action
___________________________________________

___________________________________________
Hiring Manager/Supervisor


Date

HR Manager
 


Date

___________________________________________


Management/Designee (if applicable)
Date



Please complete Section III below and submit to your HR Recruiter electronically
Section III

	Position Number:        
	Classification Title:       



Summary or Brief Description of Work

     
Knowledge, Skills and Abilities / Competencies

     
Management Preferences (if applicable)
     
Physical Requirements (if applicable)
     
Supplemental Questions (if applicable)
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