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POSITION VACANCY ANNOUNCEMENT FORM

Division of Human Resources
POSITION INFORMATION
To post a job on the job listings, please complete this section.
(1) Location of Position/Campus:                      (2) Position #:       
(3) Position Title:       


        (4) Department:      
(5) College/Division:                                          
(6) Pay Plan:     FORMCHECKBOX 
 Staff        FORMCHECKBOX 
 Administration        FORMCHECKBOX 
 Faculty        FORMCHECKBOX 
 OPS 
(Temporary)




   
For OPS please select one:
  FORMCHECKBOX 
 40 hrs/12 mos.  FORMCHECKBOX 
 20 hrs/24 mos.     FORMCHECKBOX 
 Other (please specify)

(7) Type of Appointment:        FORMCHECKBOX 
 Regular        FORMCHECKBOX 
 Research        FORMCHECKBOX 
 Clinical        FORMCHECKBOX 
 Visiting

                                                FORMCHECKBOX 
 Acting          FORMCHECKBOX 
 Time-Limited (Staff only)    
(8) Tenure Earning (Faculty)?
 FORMCHECKBOX 
  Yes
 FORMCHECKBOX 
  No

(9) Contract Months (Faculty):
 FORMCHECKBOX 
  12              FORMCHECKBOX 
  9 
        FORMCHECKBOX 
  Summer Only
       FORMCHECKBOX 
 Other
(10) Hiring Salary/Range:  $                                 FORMCHECKBOX 
  Annual     FORMCHECKBOX 
  Hourly (OPS only)                                          
                                                                       FORMCHECKBOX 
 Negotiable (Faculty & Administration)
JOB POSTING
Please complete the following section to have this position included in the USF Career Opportunities Listings.
(1)  FORMCHECKBOX 
 Internal only (advertise exclusively within USF to all regular employees (Staff and Administration))  
       FORMCHECKBOX 
 Concurrent (solicit both internal & external candidates simultaneously)    

(2) Deadline Date:        
(3) Open Position (continuous advertisement):      FORMCHECKBOX 
 Yes          FORMCHECKBOX 
 No
(4) Open Until Filled (advertised maximum 90 days)  
       FORMCHECKBOX 
 Yes          FORMCHECKBOX 
 No            
(5) Grant:  FORMCHECKBOX 
 Yes - if grant funded, would you like to advertise position continuously?     FORMCHECKBOX 
 Yes      FORMCHECKBOX 
  No

(6)  Applications/resumes sent to:

	Name
	Bldg/Room
	Campus Phone
	Website Address
	Email Address

	     
	     
	     
	     
	     


Email applications accepted:       FORMCHECKBOX 
 Yes      FORMCHECKBOX 
  No
(7) Brief Description of the Core or Essential Job Duties (if not provided, HR will use summary from PDQ):      
(8)  Will ABDs be considered (Faculty only)?    FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No  If yes, state conditions below.      
(9) Minimum Qualifications:       
(10) Preferred Qualifications:       
(11) Special Skills/Licenses/Training/Certifications Necessary:      
CLASSIFIED ADVERTISING
If you wish to advertise in the printed or on-line media, please complete the Classified Advertising and Billing Information sections.  Please list below a brief description of the job, including the core or essential functions or duties you want to convey to your audience (approximately 4 – 5 lines).  Applicants will be referred to our website to obtain more detailed information, including the minimum and preferred qualifications. 
	Newspaper
	Edition
	Date(s)
	Other

	Tampa Tribune
	Sunday
	     
	     

	St. Petersburg Times
	Sunday
	     
	     

	Florida Sentinel
	Friday
	     
	     

	La Gaceta
	Friday
	     
	     

	Chronicle of Higher Education
	Friday, biweekly
	     
	     

	Other: Please specify

(i.e, trade publications, professional journals, other newspapers) 
	
	     
	     


BILLING INFORMATION:

Please complete the FAST Chart Field below.  Departments will review and approve all ads prior to placement in the desired publication.  Once the ad has been finalized, approved, and placed, the department will receive a confirmation notice and their Chart Field indicated here will automatically be charged for the cost of the ad. Budget needs to be in Budget Account 88800 (GL account 75000) for the current quarter.   
	Opr. Unit
	Fund Code
	Department
	Product
	Initiative
	Grant Project #
	Budget Acct.

	     
	     
	  

 FORMTEXT 
     
	     
	     
	     
	88800


Please return this form to:
HRPVA@admin.usf.edu  
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