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PERSONNEL REQUISITION
	Classification Title: 
	Working Title: 

	Position Number (s): 
	Number of Vacancies:  

  

	Hiring Manager: 
	Report to Manager:  
  

	Section: 
	Work Location:

  

	Hourly or Annual Salary Range: 


	Paygrade:  

  

	Position Type: 
 FORMCHECKBOX 
 Permanent   FORMCHECKBOX 
 Contract   FORMCHECKBOX 
 Fixed Term      
	FTE:   FORMCHECKBOX 
 Full-time    FORMCHECKBOX 
 Part-time (      FTE)

  

	FLSA Status:  FORMCHECKBOX 
 Non-exempt    FORMCHECKBOX 
 Exempt 
	Position Available:   FORMCHECKBOX 
 Immediately   FORMCHECKBOX 
      


  

	Position Covered By:  

 FORMCHECKBOX 
 Bargaining Unit    FORMCHECKBOX 
 NDE Personnel Rules 
	Work Schedule:  


	Position Type: Select the appropriate box below.
 FORMCHECKBOX 
  Replacement:  The existing position is/was held by_______________ until________ at a rate of ____________per hour/year.


What are the alternatives to filling this position?  
 FORMCHECKBOX 
 Position has been or will be vacated. 
 FORMCHECKBOX 

Same classification and same/very similar duties
 FORMCHECKBOX 

Restructured Position- Summarize how the job was restructured and why.  If the restructuring causes the position to be reclassified a position description questionnaire may need to be submitted to HR in order to classify the position. 

             
                                    
      FORMCHECKBOX 

New Position is being created (i.e., staff member is not being replaced).  Note:  A position description questionnaire must be submitted to HR to classify the position and determine FLSA status prior to posting.
· Office space available? 
 FORMCHECKBOX 
Yes    FORMCHECKBOX 
No (If no, notify your building contact prior to posting.)
· Computer available?  
 FORMCHECKBOX 
Yes    FORMCHECKBOX 
No (If no, notify your network services team prior to posting.)

· What is the justification for creating a new position (e.g., state/federal legislation, grant received)?  




	Salary Information: Note:  For fixed term positions, attach a copy of the notification of funding (e.g., grant award notification, memorandum of understanding) for each applicable funding source.  


· Percentage of posted salary (or salary range) into the paygrade 0% to 100 % 

· Funding Source(s)

Source:       


Percentage      %

Source:       


Percentage      %

Source:       


Percentage      %

	Job Posting Length:  All positions must be posted a minimum of 10 calendar days.  You may always extend the closing date before it closes.  If reposted within 30 calendar days of closing the requisition doesn’t have to be approved again however, all candidates will have to reapply and the position has to be posted a minimum of two (2) workdays.  Internal-only postings may be changed to external for a minimum of 10 additional calendar days.  All postings must be closed and all candidates considered before an offer can be extended.


 FORMCHECKBOX 
 
Internal-only 


 FORMCHECKBOX 
10 Calendar Days (Minimum)
 FORMCHECKBOX 

External

 FORMCHECKBOX 
10 Calendar Days (Minimum)


 FORMCHECKBOX 
 Open until      

	Application Materials: Select any materials to be submitted in addition to the State of Nebraska on-line job application.
*Required – If applicants do not provide the materials with their on-line applications they WILL NOT be considered.  

*Requested – If applicants do not provide the materials with their on-line applications they WILL be considered.


 FORMCHECKBOX 

Resume 


 FORMCHECKBOX 
 Requested
 FORMCHECKBOX 

Cover letter 





 FORMCHECKBOX 
 Requested
 FORMCHECKBOX 

Other:      
  



 FORMCHECKBOX 
 Required            FORMCHECKBOX 
 Requested



 FORMCHECKBOX 
 All Applicants     FORMCHECKBOX 
 Finalists for Interview
 FORMCHECKBOX 

Additional Supplemental Questions – Forward any additional questions that all applicants will be required to answer at the time of application.  Otherwise, HR will ask only prescreening questions in regard to minimum qualifications, preferred qualifications, and posted salary range.

	Advertisements:  All positions will be advertised on-line at statejobs.nebraska.gov and governmentjobs.com.  Request additional advertisements in newspapers or other on-line sites below.  HR will assist in sending the online listing to other recruiting sources as requested.  Advertisements can be placed at a later date if necessary to attract additional candidates.



 FORMCHECKBOX 

Standard ad (Purpose & qualifications)
 FORMCHECKBOX 
Custom Ad (Written by Section)

 FORMCHECKBOX 

Lincoln Journal Star

 FORMCHECKBOX 
Sunday   # of weeks      

 FORMCHECKBOX 

Omaha World Herald

 FORMCHECKBOX 
Sunday   # of weeks      

 FORMCHECKBOX 

Other Newspapers     
 FORMCHECKBOX 
Sunday   # of weeks      

 FORMCHECKBOX 

Other Recruiting Sources      


Business Unit to be charged:      
 .521500
	Personnel Requisition Approval:  All personnel requisitions must be approved electronically through the Applicant Tracking System NEOGOV by the appropriate Financial Services approver, the Leadership Council Member or Commissioner’s Designee, HR, and the Deputy Commissioner.  Please indicate the appropriate Financial Services Approver below.


Financial Services Approver
	Candidate Application Review:  List the names of those who will assist in reviewing and scoring candidate applications.  Access to review applications in NEOGOV can only be granted to NDE employees.


1.       ________________________
Access to view applications in NEOGOV   FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No

2.       ________________________
Access to view applications in NEOGOV   FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No

3.       ________________________
Access to view applications in NEOGOV   FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No

4.       ________________________
Access to view applications in NEOGOV   FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No
	Candidate Interview Panel:  List the members of the interview panel.  Note:  Other than the hiring manager, there must be at least one additional member on the interview panel.  The panel may include members from other teams or individuals outside of the Agency, if applicable.  Access to view applications in NEOGOV can only be granted to NDE Employees.


1.       ________________________
Access to view applications in NEOGOV   FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No

2.       ________________________
Access to view applications in NEOGOV   FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No

3.       ________________________
Access to view applications in NEOGOV   FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No

4.       ________________________
Access to view applications in NEOGOV   FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No
	Application Rubric:  Create a rubric to score the candidate applications and submit it along with the Personnel Requisition and Position Description.  HR will review and approve the rubric and notify the hiring manager.
Note:  Veteran’s Preference C candidates get 5% added to their total score for each scored step and Veteran’s Preference D candidates get 10% added to their total score for each scored step. (Example: Total possible points is 40.  
5% of 40 = 2 points.  So two would be added points to the total score of the candidate claiming Veteran’s Preference C.)










Interview Question Rubric:  Interview questions must be scored and Veteran’s Preference must be included in the scoring.  Interview questions and rubric must be approved by HR prior to beginning the interviews; it is not required at the time of posting.  Please allow at least a week for the HR review.
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