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REQUEST TO ADVERTISE VACANCY
	
	

	From:
	      /      
	

	
	Requesting Manager / Date submitted

	Work Unit:
	     /     
	
	

	Approved By:
	     /     
	

	
	Division or Office Director / Date approved


REQUESTOR:  Complete one of these forms for each position to be advertised.  Submit this request to your Division or Office Director for approval prior to submission to DJJ Human Resources.  Keep a copy of this form for your records. 

IMPORTANT NOTE: If requesting a 29-hour position, please attach a copy of the duties and minimum qualification desired.

APPROVER:  Sign the form signifying your approval of the request and forward it to the Office of Human Resources, Classification/Compensation/Recruitment Section.

	PLEASE ADVERTISE THE FOLLOWING VACANCY ON THE DJJ WEB SITE

	Position Job Title      
	Pay Grade      
	8-digit (PeopleSoft) position # 
	     

	Specific area of teaching certification:            
	Is this position Classified    

  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
  No
	Job Code:        

	Scheduled hours per week: 
	     
	Shift of position:                                    
	

	29-hour position:
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
  No
	Rate of pay (hourly position):           
	

	City of position: 
	     
	County of position                            
	

	Number of positions available: 
	     
	Work Unit of position                        

	Date position became vacant

(see below)*
	     
	Is there public transportation?      FORMCHECKBOX 
 Yes   FORMCHECKBOX 
  No
	

	Date to open announcement:
	      
	Date to close announcement            
	

	Whom should applicants contact?
	     
	Title 
	     

	Mailing address (Street or P.O. Box)
	             

	City, State, Zip+4                                            
	Email address:      

	Phone Number
	(   )     -      
	Fax Number (   )     -     


*If the position is not currently vacant, please note the reason you are advertising it:      
Do you want applicants to e-mail their applications to you for this vacancy? 
 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
  No 

Do you want applicants to fax their applications to you for this vacancy?        
 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
  No 

Where else you would like us to advertise this vacancy?  Please check as many as you want:

 FORMCHECKBOX 
 Open to Current DJJ Employees Only.

 

 FORMCHECKBOX 
 State Human Resources Administration System:  

Important Note: In order to review applications placed on HRA’s System, the contact person must have been issued a userid and password.  Has the contact person been issued a userid and password?   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
  No

 FORMCHECKBOX 
 Georgia Dept. of Labor    FORMCHECKBOX 
 Teach Georgia    FORMCHECKBOX 
 Georgia Dept. of Education (Professional teaching vacancies only)

 FORMCHECKBOX 
 Other:      
ADDITIONAL COMMENTS:      
� EMBED WPWin6.1 ���
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