
Form initiator will complete the following sections of the form: 

• Position Details

JOB TITLE

DIVISION, DEPARTMENT & ORG (MUST include Org) and Reports To: (Title Only)

•

• Job Summary or Scope

What is the fundamental purpose of this position?

• Essential Job Functions, Duties or Accountabilities: (List in order of importance the major work

activities that usually take up a significant amount of available work time and occur regularly

in attaining the fundamental purpose(s) of this position. Consider what would happen if a

specific, function was not performed or was assigned to another employee. Focus on what has

to be done, not on how it is done. Include an estimate of the percentage of time spent

performing each major activity Percentages can add up to less than but not more than 100%.

•

• Responsibility for Budgets, Revenues and Costs

•

• Impact of Errors:  (Explain in Detail)

• Qualifications: The minimum qualifications needed to perform the essential job duties or

functions? Qualifications are those skills, abilities, and knowledge that take at least 3 months

to attain. Be specific on the period of time necessary to attain a qualification. Qualifications

include special training or education, particular experiences, special abilities and skills, and

essential physical and mental requirements. If physical abilities are required, state how often

they are used. For example, "Must be able to lift materials weighing 50 pounds daily." 
Qualifications must be directly related to the essential functions of the position. (Explain in

Detail)
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 Physical Demands: Check any of the physical demands that are required in performing the

essential functions. Since some activities are performed at the same time, percentages may

add up to over 100%.

• Job Location and working conditions

 Equipment

Equipment Items:

** ROUTING DETERMINATION** 

Signature/ Date 

Required Education / Desired Education: (Max of 2 Selections)

Specific Knowledge or Skills (Can group or separate by (R)equired or (D)esired 

Licenses, certificates and / or security clearances required for this position 
Lifting Requirement s (frequently, ocasionally or seldom)

(Can group by frequency or separate)

• Employees to be Supervised

Supervision Duties

• Supervision Received

Frequency of assignments typically given

Frequency of the work discussed or checked by the supervisor

Choose 1. if someone else is the Supervisor and 
2. if you are the Supervisor of this position.

After you have submitted, the form will be sent to HR for review and approval. While in HR queue, there 

may be a few recommended changes where HR will adjust and will be return to Form initiator. Once the 

PDQ is returned to Form initiator, form initiator will then began to complete the PR (Personnel 

Requisition).  

*The PDQ cannot be changed after it has been approved by HR.

After you have clicked the Submit Form button, the form will route to HR for review and approval.  If 
changes are necessary, HR will have the option to make them on the form or send it back to the Form 
Initiator for revision.  Once HR has approved, the Form Initiator will receive a notification email and 
then can proceed with the Personnel Requisition (PR) form.
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Form initiator will complete the following sections of the form: 

This form entails many details and the form may not be submitted until the form is COMPLETE. 

 Position Details

*You will need to attach the PDQ that was approved by HR to this PR.

Personnel Requisition (PR) 
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 Recruiting Method

** ROUTING DETERMINATION** 

Signature/ Date 

After you have signed, it will begin circulating to appropriate departments, VP, Budget, HR, AA, 

President’s Office etc. Once it is fully approved it will be sent to HR where HR will begin to write up the 

announcement and the announcement will be posted ( The draft will no longer be sent to supervisor for 

approval as HR will post exactly what is on PDQ).  

Before it makes it back to HR you can send a PDF file of PDQ to HR.  
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