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N.C. Department of Health and Human Services

                                          DIVISION OF HUMAN RESOURCES

REQUEST TO POST

Instructions:

	Hiring Manager/Supervisor
	Budget Officer/Designee

	1. Complete Section I and Section III electronically.
2. Print document, sign, and obtain management approval, if required.
3. Create requisition in NeoGov. Attach this form and updated Position Description in Word format.

	1. Verify salary reserves are available up to the Recruitment Range maximum listed in Section I.
2. Complete Section II electronically and re-attach to requisition.
3. Approve or deny requisition.
4. If denied, provide comments.


Contact Name/Phone: Enter the name and phone number for the hiring manager or HR Liaison who can answer questions or make changes to the requisition.
Section I
Hiring Manager/Supervisor completes this section
	Position Number:   This is an 8-digit number that begins with 600 or 650; it is the BEACON position number and NOT THE PMIS number.
	Classification Title:  This is the official classification of the position in BEACON, not a working title. It should not be abbreviated.


	Location/County:   Enter the COUNTY the position is based in.
	Working Title:         Using a working title is optional but can assist in attracting more qualified candidates, particularly when the classification is very broad 

	Division/Facility:     DPH
	Section/Unit:          Enter the Section and the Unit; for example: ALCS/IT or WCH/EI, etc.

	Recruitment Range:  $      to                         $      
Minimum Salary for grade/band                              Budgeted Salary OR Budgeted Salary + Proposed Salary Reserves             
                                                                              OR Maximum of Salary Range. Cannot exceed Maximum of Salary                

                                                                              Range.  (or Recruitment Range maximum)

	Salary Grade: Salary Grade #, Salary Grade Equivalency if Career Banded

	Competency Level (if career banded):    Contributing, Journey or Advanced, or NA for graded positions

	Work Schedule:     Monday – Friday, 8-5, for example
	If part-time, # hours per week: Put the number of hours per week the position is expected to work if it is part time.

	If time-limited, duration of time-limit (e.g. 12 months, 6 months):   If the position is Time Limited, put the number of months it is expected to extend based on the current funding.

	If desire to post internally only, state reason:  Explain why you would like to limit the pool of applicants to State Government and/or DHHS only? Please note that internal postings exclude Temporary Solutions or Contract employees from qualifying.
State Government only? (Y/N)           DHHS only? (Y/N)        
	Is this an Exempt Managerial 

position?  (Y/N)       

	Is this a new position or have the duties changed for this position? (Y/N)          


Section II
Budget Officer/Designee completes this section
Budgeted Salary:   $ 
Salary reserves available up to Recruitment Range maximum? (see Section I)  (Y/N)
BUDGET OFFICER/DESIGNEE SIGNATURE:
Either type your name or leave blank – the approval of the action in NeoGov serves as your electronic signature.




DATE:
Signatures below indicate approval for the requested action
(The NeoGov approval process represents your electronic signature)

Either type your name or leave blank – the approval of the action in NeoGov serves as your electronic signature.






 
___________________________________________

___________________________________________
Hiring Manager/Supervisor


Date

HR Manager
 


Date

___________________________________________


Management/Designee (if applicable)
Date



Please complete Section III below and submit to your HR Recruiter electronically
Section III

	Position Number:   This should be the same number as in Section I, the BEACON position number
	Classification Title:  This is the official classification, not the working title



Summary or Brief Description of Work

Provide a description of the work performed by this position.
Knowledge, Skills and Abilities / Competencies

Describe what skills are needed to successfully complete the work duties. This is the information that is used to screen the applications.  Suggested phrases are: “position requires”, “applicant must have”, etc.  It is important to list skills that are measureable by looking at an application.  Avoid the phrase “ability to”. Please note that the minimum training and experience will populate in the posting automatically based on the position classification and should not be included on this form.
Management Preferences (if applicable)
These are the criterion that you are likely to use to make a hiring decision among the most qualified applicants.
Physical Requirements (if applicable)
This should agree with the ADA document for the position and should include any physical requirements related to the position; for example, a position might require the ability to lift and move boxes up to 50 pounds, or might require the ability to visibly identify certain substances in the laboratory.
Professional Credentials Required (if applicable)
If the position requires a license, certification, registration or other professional credential, please include that information so that applicants may be screened for this requirement.
Supplemental Questions/Additional Information (if applicable)
If you have suggested supplemental questions or additional information to include, provide that information. Please note that supplemental questions intended to screen for the most qualified need to be in a format that can be used for screening – such as yes or no or multiple choice format. If you would like to include open-ended supplemental questions, such as “Describe your management style,” or “Explain the process you use to compose and save a document in Microsoft Word,” you can use the applicants’ responses in your selection process to determine their ability to communicate clearly in writing as well as their understanding of a particular topic. 
