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ADVERTISEMENT WORKSHEET
Please submit this completed Advertisement Worksheet with Advertisement Placement Request form to Human Resources.  HR will prepare an advertisement draft for your review and revision prior to posting.
Position Title____________________________________
Department:_____________________________

Expected Start Date______________________________
FT____   PT____   TEMP____
Position Details—Include primary duties and expectations, supervisory responsibilities, expected schedule, travel requirements, etc.

_________________________________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________

EDUCATIONAL CRITERIA (Highest level of education required or accepted)







_________________________________________________________________________________________________



_________________________________________________________________________________________________

EXPERIENCE







_________________________________________________________________________________________________



_________________________________________________________________________________________________
_________________________________________________________________________________________________


PERSONAL QUALIFICATIONS AND ABILITIES







_________________________________________________________________________________________________



_________________________________________________________________________________________________



_________________________________________________________________________________________________

OTHER CRITERIA (Licensing, Certification)




_________________________________________________________________________________________________

