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HR
Management
Checklists

Sample Job Posting Form

Position Open (title): ___________________________ Date: _______________________

Grade/Level:__________________________________

Reason for Opening (check one): ❐ New position ❐ Replacement

If new position, explain: ______________________________________________________

________________________________________________________________________

________________________________________________________________________

Job Description: ____________________________________________________________

________________________________________________________________________

Educational Experience Required: ______________________________________________

________________________________________________________________________

________________________________________________________________________

Salary (weekly/monthly/etc.):________________

Approved by: _________________________________

Supervisor: ___________________________________

Manager: ____________________________________

HR Manager: _________________________________


