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Request to Fill

Requests-to-Fill (RTF) must be discussed and approved by the appropriate cabinet member prior to beginning the process. See page 2 for additional information regarding the process to obtain approval for posting a vacancy or new position.  
	Section 1:  Position Information
	Date of Request
	     

	Name of Hiring Manager
	     
	Department
	     

	Incumbent’s Name
	

	Job Title (of Vacancy)
	     
	Position Number
	     

	Reason for the Request
	 FORMCHECKBOX 
 New
	 FORMCHECKBOX 
 Vacant 
	 FORMCHECKBOX 
 Retirement
	 FORMCHECKBOX 
 Separated
	 FORMCHECKBOX 
 Resignation

	Job Status
	 FORMCHECKBOX 
 Temp
	 FORMCHECKBOX 
 Wage  
	 FORMCHECKBOX 
 Classified
	 FORMCHECKBOX 
 Faculty
	 FORMCHECKBOX 
 Administrative Faculty

	Section 2:  Position Details of the Current Request to Fill
	

	# Hours/Week
	

	# of Weeks/Year
	

	Total Hours/Year
	

	Hours of Duty
	

	Additional Comments or Special Instructions on Advertising Position.  

Please note:  required or preferred qualifications for the posting should be included in the EWP or job description – not here.
	

	Section 3:  Funding Information Acknowledged by (Budget Analyst)

                    To be completed by the Budget office ONLY
	   Date   

   Acknowledged
	

	Department Number
	

	Fund Code
	

	Program/Sub-Program
	
	Incumbent’s Current Salary
	

	Amount Budgeted Salary
	
	Total Amount Budget with Benefits
	

	Acknowledged
	 FORMCHECKBOX 
 Ferguson
	Budget Office Signature
	

	Comments
	     

	Required Approvals
	Signatures
	Date

	Director/Hiring Manager

Print Name:      
	
	

	Vice President/Cabinet Member

 FORMCHECKBOX 
 Ada Badgley
 FORMCHECKBOX 
 Steven Carpenter
 FORMCHECKBOX 
 Daniela Cigularova                FORMCHECKBOX 
 Todd Estes
 FORMCHECKBOX 
 Steven Felker
 FORMCHECKBOX 
 Kerry Ragno
	
	

	Vice President for Administration & Finance – Steven Carpenter
	
	

	Director of Human Resources – Melanie McNall
	
	

	Cabinet Action
	 FORMCHECKBOX 
 Approved        FORMCHECKBOX 
 Deferred
	Cabinet Date
	     

	President - Dr. Towuanna Porter Brannon
	
	


Comments/Special consideration:

1. The hiring manager should draft a new job description (JD)/ employee work profile (EWP) or review the current JD/EWP and make updates as needed.

2. The hiring manager will complete sections 1 and 2, sign and obtain appropriate cabinet member signature.
3. The hiring manager will email the completed/signed RTF to the Budget Analyst to complete Section 3.

4. The Budget Analyst will complete Section 3 and email the RTF to the VP of Finance and Administration. 

5. The VP of Finance and Administration will review, sign, and forward the RTF to the Director of HR. 

6. The Director of HR will print and sign the RTF, and the request will be placed on the Personnel Log for Cabinet review and approval.

7. Upon approval by the Cabinet, the President will review, and sign giving final approval to post and fill.

8. HR recruitment team will assign a search advocate (if applicable) for the search and email the hiring manager with the following information:

a. That the position was approved for recruitment.

b. Provide the name of the search advocate.  (If no search advocate, continue to step 10.)

9. The hiring manager will provide the Job Description (JD) or the Employee Work Profile (EWP) to the search advocate for review.  

10. The search advocate will review and make any recommendations to the hiring manager.

11. The hiring manager will provide the JD/EWP as a Microsoft Word document electronically to the HR Compensation Analyst and any feedback on role classification and hiring range (provide source data).  For new positions or organizational changes, the hiring manager will also provide the HR Compensation Analyst with a draft of the revised organizational chart.
12. The hiring manager will provide the recommended names of the search committee to the HR recruitment team for review/approval.  It is recommended that each committee have one chair and at least three committee members.
13. HR will review search committee recommendations and notify hiring manager of any required changes, if no changes, HR will provide approval of committee.

14. The HR Compensation Analyst will review the EWP/JD.  For new positions, this step may need to be completed after number 2 above.
15. Upon final review/approval by HR, the hiring manager, and the appropriate cabinet member, the EWP/JD will be finalized and approved.

16. The HR Compensation Analyst will determine the hiring range and provide this to the hiring manager along with the finalized EWP/JD.
17. The finalized EWP/JD and the hiring range will be provided to the HR recruitment team for posting.

18. The HR recruitment team will provide training to search committee members (as necessary).

19. The HR recruitment team will prepare and post the position.
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