West Central Regional Hospital

Request to Fill Vacant Position

This form must be completed and submitted to the Human Resource Department for approval to advertise and fill vacant positions.

Organizational Department/Unit__________________  Dept ID: ____________

ATTACH ORGANIZATIONAL CHART

Position Information

Title:___________________  Position #:_______Job Code:______Paygrade:_____

Scheduled Work Hours:_________________

Salary Min:________________Mid:________________Max:_____________ Previous Incumbent________________________  Date Vacated:_______________

% Funding for position: State:________________%    Federal/other__________%

Projected Hire Date:_________________

Specify in detail, the critical need in support of this request:


What are the preferred qualifications?


What are the likely consequences of not filling this position?


________________________     ____________________                 _______________

Requested by(Print)
     Signature

                Date

_______________________________________



     ________________

Approval Signature-RHA/ Designee



     Date

HUMAN RESOURCES MANAGEMENT USE ONLY

Date Advertised:_____________________________Closing Date:________________






















