William Jewell College
Staffing Recommendation Request
New Hire:  Attach resume and application

Change in Position:  Attach new or updated job description

Resignation/Termination/Retirement:  Attach resignation or termination letter

	Name:      
	Department:      

	
	

	 FORMCHECKBOX 

	New Hire (attach completed application and resume)

	Position/Title:      

	 FORMCHECKBOX 
 Administrative/exempt (monthly)
	 FORMCHECKBOX 
 Full-time   

	 FORMCHECKBOX 
 Staff/non-exempt (hourly)
	 FORMCHECKBOX 
 Part-time (       hours per week)

	 FORMCHECKBOX 
 Faculty           FORMCHECKBOX 
 Coach
	 FORMCHECKBOX 
 Temporary

	Benefit Eligible:  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	Date of Hire (First Day of Work):      

	Salary:               
	Account #:         

	Comments:      



	 FORMCHECKBOX 

	Position/Title Change/Continued Employment

	New Position/Title:      

	 FORMCHECKBOX 
 Administrative/exempt (monthly)
	 FORMCHECKBOX 
 Full-time

	 FORMCHECKBOX 
 Staff/non-exempt (hourly)
	 FORMCHECKBOX 
 Part-time (       hours per week)

	 FORMCHECKBOX 
 Faculty           FORMCHECKBOX 
 Coach
	 FORMCHECKBOX 
 Temporary

	Benefit Eligible:  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	Effective Date(s):      

	Salary:              
	Account #:      

	Comments:      



	 FORMCHECKBOX 

	Salary Adjustment

	Current Salary:      
	New Salary:      
	Effective Date:      

	Comments:      



	 FORMCHECKBOX 

	Resignation/Termination/Retirement of Current Employee

	 FORMCHECKBOX 
   Attach written resignation or termination notice

	 FORMCHECKBOX 
   Pay vacation

	 FORMCHECKBOX 
   Pay sick leave (if applicable).

	Termination date (last day worked):      

	Comments:      



	Signatures Required for Approval

	Supervisor: 
	Date: 

	Department’s Cabinet Member: 
	Date: 

	Human Resources: 
	Date: 

	Vice-President, Finance & Operations: 
	Date: 

	President: 
	Date: 


8/17/13

