



HIRING REQUISITION FORM

WP.15.20
Instructions:
The Hiring Requisition Form must be approved by Division Director and forwarded to Human Resources with required documentation.  Justification must be provided for all positions..
This section to be completed by the Hiring Manager.  If not completed fully, request will not be approved.

Hiring Manager Information:

Name:  
                          
Title:                                 
Phone #:                  
Department Name:                                             
Department #:                                  

Position Information:
Title:       


Position:  FORMCHECKBOX 
 New      FORMCHECKBOX 
  Replacement (enter person being replaced):           

        
Replacing:  FORMCHECKBOX 
  FTE or   FORMCHECKBOX 
  Contractor  
Is this position budgeted?   FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No 
PCN Details: ________________ 
Position Reports to:       
Status (check one):  FORMCHECKBOX 
 Full-Time  FORMCHECKBOX 
 Intern 

Location:   FORMCHECKBOX 
  Austin
 FORMCHECKBOX 
  Taylor
Salary Minimum: $                              
Salary Maximum $                     





(This should be no more than mid point on compensation structure.)

Job Grade:       
 FORMCHECKBOX 
  Exempt      FORMCHECKBOX 
  Salaried Non-Exempt      FORMCHECKBOX 
  Non-Exempt
Relocation Expense Approved
 FORMCHECKBOX 
 Yes (Attach justification)  FORMCHECKBOX 
  No
Signatures:

Hiring Manager:  


  

          
                         

            
Date:  


Department Director:  
  

  

          


           
Date:  


Division Executive (CIO, CMO, or COO):  

 

        
         
              
Date:  


CEO (If non- budgeted position):  


  

        
         
              Date:  


Budget  Verification: ____________________________________________________________   Date:   _________
Human Resource Approval:  


  

          
                            
Date:  


ATTACH THE FOLLOWING WITH HIRING REQUISITION FORM AND FORWARD TO HUMAN RESOURCES ONCE DIVISION DIRECTOR HAS APPROVED AND SIGNED:

· HR Approved Job Description


· Position Justification
· Relocation/External Recruiting Expense Justification (if applicable)
To be completed by Human Resource Department

Name of Employee Hired:  



                            
Start Date:  

  
Annual Salary of Employee Hired:  




HIRING REQUISITION - JUSTIFICATION

Please provide the following information:
Position Title:       
	1. Is the need for the position of a full-time, “long-term” nature?
 FORMCHECKBOX 
  Yes
 FORMCHECKBOX 
  No

	2. Describe the responsibilities of the new position.  (Job description should be attached also.)       

	3. Estimate the percentage of the proposed new hire’s work responsibility between capital projects and operational tasks

· Operational tasks (%):
     
· Capital projects (%):
     


	4. How many current ERCOT employees, if any, hold the position requested for the proposed new hire?       


	5. Describe why current employees are unable to meet the responsibilities expected to be assumed by the proposed new hire.       


	6. Describe available alternatives to hiring for the proposed new position.  Examples may include reallocation and reassignment of existing staff, elimination of the tasks, etc.       


	7. Identify and describe other functions or initiatives in your area of responsibility that could be reduced or eliminated to cover the incremental cost of the requested position.       


	8. Describe the consequences to ERCOT goals and objectives of not filling the proposed position.       

	Additional comments:       



Human Resources
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