
YALE UNIVERSITY DEPARTMENT OF HUMAN RESOURCES

Staff Position Requisition Job Posting Number
(to be completed by HR)

Position
HR Use Only University job title Job grade Job code
Proposed generic job title Department

Department job title (if different)

Dept./section web url to include in posting (optional)

Worksite address of position Work phone Mail code

Organization number Budgeted addition Budgeted replacement Unbudgeted

Name of previous incumbent Job title Job grade Materially changed?
Yes No

Category
M&P C&T Excluded Regular M&P, less than 20 hours Regular S&M Cedarhurst Teacher
C&T Local 34 Campus Police - C&T Excluded Regular C&T, less than 20 hours Temporary S&M

Duration
Regular Regular fixed duration: To Continuation possible

Month Day Year
One year from date of hire
Other (see description)

Regular part-year:  9-month  10-month   11-month Start: Finish:
(including vacation) Month Day Year Month Day Year

Work Schedule
Full-time: Part-time: Full-time equivalent:

37.5 hours Hours per week: 37.5 hours
40 hours (Local 35 or requires HR approval) 40 hours (Local 35 or requires HR approval)
38.75 hours (AFT only) 38.75 hours (AFTonly)

Days to be worked: Mon Wed Fri Sun Daily schedule (hours): to
Tues Thu Sat Opportunity for flexible schedule: Yes No

Does a shift differential apply? Yes No If yes, how is it calculated?

Initial Labor Schedule Department will enter labor schedule OR Use org. default labor schedule OR Enter PTAEO(s) below:
Project Task Award Exp. Type Organization %

Total percent must equal 100.0%

Responsible Parties
Person to whom this position reports

NAME TITLE

CAMPUS ADDRESS PHONE NUMBER FAX NUMBER E-MAIL ADDRESS
Person to whom applications should be sent (if different from above)

NAME TITLE

CAMPUS ADDRESS PHONE NUMBER FAX NUMBER E-MAIL ADDRESS

Approval

Requesting supervisor Business manager who has budgetary authority 

PRINT OR TYPE NAME PHONE PRINT OR TYPE NAME PHONE

SIGNATURE DATE SIGNATURE DATE

The Human Resources website at http://www.yale.edu/hronline provides details about the hiring supervisor's obligations, Human Resources services, 
opportunities for assistance in the hiring process, and the current postings.  Supervisors should visit this website before completing this form and again 
throughout the various steps of the hiring process.  New sections will be added to this site regularly.

Forward completed form to the business manager for approval. It is the responsibility of the business manager to secure any other approvals before 
submission to Human Resources. Once all school approvals are secured, the business manager or assistant business manager must forward the requisition 
to Human Resources (see p. 3). Requisitions sent via e-mail will be considered as having the appropriate approvals and processed accordingly.

For additional PTAEO 
lines, use p.3 - Notes.
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Position Description  (Not required for Local 35 positions)
Please write below or attach specific position description with the following information:
(Note: Excel does not word wrap. Do not exceed the edge of this form.)
A. Briefly state the general purpose of the position. This is a synopsis of why the position exists, and should only be one or two sentences long.

(See 

B.

(See 

C.

(See 

D. Organization chart: See next page.

examples - http://www.yale.edu/ppdev/Guides/hr/StaffPosExamples.pdf)

examples - http://www.yale.edu/ppdev/Guides/hr/StaffPosExamples.pdf)

List the essential duties (major responsibilities) in order of importance. Each duty should define what is done (the action), how it is done (method 
and means) and why it is done (end result).

Dimensions: Statistics pertinent to the job such as size and number of grants, budgets, payrolls, assets, etc., which the position is accountable for 
or directly impacts.

examples - http://www.yale.edu/ppdev/Guides/hr/StaffPosExamples.pdf)
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Qualifications  (Not required for Local 35 positions)
GENERIC REQUIREMENTS (from generic position description for this job title)

Education/Experience:

Organization Chart  (Not required for Local 35 positions)
If you have an up-to-date organizational chart, you can attach it to the form.  Otherwise please complete this section.

Tab through boxes for additional lines.

Positions 
Reporting to 
the Same 
Supervisor

Titles of 
Positions
Reporting to
This Position

Notes

Titles of Other This Position

MINIMUM REQUIRED

PREFERRED

PREFERRED

Specialized education, 
training, knowledge, 
experience: 

Other: (physical 
requirements, 
certifications or 
licenses, pre-
employment drug test, 
working conditions, etc.)

Supervisor's Title

Skills & abilities:

MINIMUM REQUIRED PREFERRED

MINIMUM REQUIRED

When fully authorized, send or
e-mail (do not do both) to 
appropriate Human Resources 
office:

Dept. of Human Resources 
(Central/Science/Nursing)
Compensation & Classification Section
155 Whitney Avenue
432-5717 (phone) - 432-6279 (fax)
classification@yale.edu

School of Medicine
Dept. of Human Resources
153 College Street 
785-3842 (phone) - 785-3165 (fax)
HRMedical@yale.edu
(PRC required)

Sterling Memorial Library
Library Human Resources
120 High Street
432-1810 (phone) - 432-1806 (fax) 
HRLibrary@yale.edu
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