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Office of Human Resources
Request to Post Civil Service or bargaining unit position, or Temporary and Casual position
Complete this form to post one of the following positions:

A. Post a Civil Service, AFSCME Clerical or Technical or Teamster represented position - employment exceeds the lesser of 14 hours per week, 35% of a normal workweek, or more than 67 days/calendar year. 

· Teamster seniority must be followed when filling posted Teamster positions.

· Supervisors are encouraged to interview current UMM AFSCME employees who are qualified and apply for open AFSCME positions.

B. Post a Temporary or Casual position – employment does NOT exceed the lesser of 14 hours per week, 35% of a normal workweek, or more than 67 days/calendar year. 


Select one: option A or option B:

A:
Civil Service/BU classification title:


B:
Temporary, or Casual, classification:

0001 or 0007

Work associated w/CSBU classification:


Term code:
 


Salary range:


Percent time or # hours/week:
Work days and hours:


Start date (and end date if temporary):



Entity/Dept. ID:
 
Account String: 
Fund:

DeptID:

Program:

CF1:

CF2:




New or replacement:


Name/ID# of replaced employee:
Pre-employment screening?

n/a

B & G Worker 

Access to Bldgs. 

Credit Card
Charge background screening to:
Account String:     Fund: ________   DeptID:________
Program:  _______      CF1: ________  CF2: ____________

Advertising: 
Posted positions must be advertised for a minimum of 5 working days.  The position will be posted to the FACPA, USA and UMMSPOUSES email groups, on the University of Minnesota Online Employment Site at https://employment.umn.edu , and on the board in the north lobby of Behmler Hall. Please list below any additional places you would like this position posted.



Length of advertising, if more than 5 days:




Additional advertising:




Charge ads to budget #:



Please attach the following:

· Job Description, including the essential qualifications, selection criteria  and job duties 
· Complete page two of this form: rationale and salary data sheet. 

Supervisor signature
Supervisor Employee ID # 
Date
APPROVERS’ INITIALS:

VC Group Approval Date:  

VC or Dean

Financial Officer/HR

Complete for Grant Funded Positions ONLY: 

Grants Office Approval

Total Funding Period

Total Funding

Salary Data Sheet

All positions must be considered and approved by the Vice chancellor’s group prior to posting.  The information provided on this sheet supports the attached change form.

Annual Salary and Fringe of Proposed Position:

(based on appointment terms listed on previous page)


Annual base salary:
$0

Annual fringe*:
$0

Total base salary and fringe:
$0

If Replacement:  Annual Salary and Fringe of Replaced Position:
(based on appointment terms listed on previous page.)


Annual base salary:
$0

Annual fringe*:
$0

Total base salary and fringe (1):
$0

Annual savings or <additional cost>:
$0
VC Approval  granted as follows:
*Fringe rate matrix link: http://www.policy.umn.edu/prod/groups/president/@pub/@policy/@accounting/documents/policy/fringerates.pdf
Route this form to:
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