[bookmark: _GoBack]CANDIDATE REQUISITION FORM (CRF)
[image: ]CRF must be complete prior to returning to Human Resources. Failure to complete all areas could result in a processing delay.
Please fill out and return to Sheila Michaels.

	HR Use Only
1. Date Received:        
	HR Use Only
2. Requisition Number:
	3. Department:


	4. Name: 

	5. Phone: 

	6. Position To Be Filled: 


	7. Is this a new position? (Circle one)

              YES               NO
	8. Is this a funded position? (Circle one)

         YES               NO
	9. Budgeted Salary for Position:


	10. Date Submitted: 

	11. Desired Date for Position to be Filled by:

	12. Would you like to Advertise on other sources besides City of Clarksville’s website? (Circle one)  
                      YES           NO
        

	13. If yes to #12, what other sources would you like to post to?

	14. What is your approved budget for advertising if you choose to use it?


	15. How long would you like to post this position for?
	16. Preferred Number of Candidates to Interview:

	17. What type of position is this? (Circle one)

Regular Full-Time       Temporary Full-Time

Regular Part-Time     Temporary Part-Time

                      Seasonal


	18. Desired Applicant Pool (Circle all that apply):


  

    Internal       External         Departmental   
	19. Does this position require physical competencies? If so, please describe them below:



	20. Does this position require a Driver’s License? If so, please circle which kind below:

 
CDL Class A                            CDL Class B                           CDL Class C                     Regular Class D       


Please list any endorsements and/or restrictions that are also required: 



	21. Please describe below the detailed duties and responsibilities of this position:



	22. Please describe below the detailed knowledge, skills, and abilities a candidate must possess in order to perform this job (i.e. professional licenses, education, experience, supervisory skills, etc.)

 

	23. Are there any other qualifications a candidate must possess that have not already been mentioned, OR are not already listed on the current job description for this position? If so, please describe them below:



	24. Please briefly provide justification as to why this position needs to be filled at this time. (e.g. replacement of staff, filling a business need, etc.)




Hiring Authority Signature:							Date:

______________________________________                                 _______________________

Department Head Signature:						Date:

______________________________________                                 _______________________
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