(_]- Catholic
Charities

DIOCESE OF PALM BEACH

PERSONNEL REQUISITION

Job Title
Office/Program L ocation
Classification (if known) Exempt _ Non Exempt
Full Time Part Time (Daysand Hours )
Temporary _ (Daysand Hours )
Employee must be experienced. Will train inexperienced individual.

Summary of the nature of dutiegresponsibilities of the position (taken from the job
description). Include physical demands and working conditions if unusual (taken from job
description):

Summary of the requirements of position (taken from the job description) such as
education, special training, years of experience):

Replacement: For dueto hisher:
Separ ation Date

Transfer/Promotion Date

Ending salary of individual $

Isthisan “Increasein Staff” or “Newly Created Position”? Yes ~ No

If yes, what created the need?

Hasfunding been approved? Yes No Not Sure

Isthis position “Budget Neutral” (Paid for in full by a grant or already part of an approved
budget?) Yes  No__ Notsure  Further comments

What isthe recommended starting salary?

APPROVAL SIGNATURES

Program Administrator

or other hiring M anager Date

Division Director Date
Executive Director Date
Human Resour ces Date

Personnel Committee Designee Date
Finance Committee Designee Date
HR 1/10/03

Revised 2/18/03, 3/13/03, 3/20/03, 7/28/03, 10/28/03, 4/20/04
Completed form must be submitted with signatures to the Human Resour ces Director in accordance
with the “ Employment Process’ policy.
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