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Staff Job Posting Requisition
	This form will be used for all staff job postings. 

If the posting does not require Justification Committee approval, CSD leader and Business Manager approvals are required. After appropriate approvals are obtained, please send the completed form to employment@umsl.edu. 

If the posting requires Justification Committee approval, please refer to the Justification process. Do not submit this form without Justification Committee approval.

If the posting has been approved by the Justification Committee, please send the completed form to employment@umsl.edu after receiving approval from the Justification Committee. 


	Job Information 

	  Replacement ☐
	New ☐ 
	Number of Openings: 

	Position Number(s):

	HR Title/Job Code:

	Working Title (if different from HR Title): 

	Division Name (CSD)/Code:

	Department Name/Code (Node):

	  Benefit Status:		
	Choose an item

	  Standard Hours/FTE:	
	Choose an item

	Employee Being Replaced (Name & Employee ID):

	Desired Start Date:

	Supervisor Name and Position Number:

	  Anticipated Hiring Range (budgeted position amount or GGS minimum to mid-point):
	

	  Funding Source:
	Choose an item.	 

	Project Number (for grant-funded positions): 

	MoCode/Chartfields:

	Work Address (on-campus building or off-campus address): 



	Authorizations 

	Approved at Justification (insert month):
	

	CSD Leader: Click or tap here to enter text.
	Obtained Approval of CSD Leader ☐

	Business Manager: Click or tap here to enter text.
	Obtained Approval of Business Manager ☐

	HR Partner: Click or tap here to enter text.
	Obtained Review of HR Partner ☐


	Hiring Team  


Hiring Manager/ Interviewer/Search Committee
Interviewer/Search Committee evaluates candidates for opening(s). Requires at least one name (e.g, Business Manager). 
	Name
	Empl ID
	

	
	
	 

	
	
	

	
	
	



Interested Party
Interested Party may need or want to monitor the hiring process.
	Name
	Empl ID
	

	
	
	

	
	
	

	
	
	



	Job Posting (Enter information exactly as you expect to see it posted on the UMSL website)

	Posting Title:

	Use the university title or a working title that is in line with the job classification. Other classified titles cannot be used.

	Job Description:
	Click here to enter the job description.

	Hiring Range:	
Ranges are typically from the low to mid-point of the range. 

Pay range can be found at: https://www.umsystem.edu/totalrewards/compensation/pay_matrices 

GGS level and HR Job Title can be found at: https://compsearch.umsystem.edu/
	Enter pay range, GGS Grade, HR Title below. Regarding the pay range, for the minimum, HR will list the minimum as defined by the unit based on the unit’s budget which may be above the minimum of the GGS pay range. Likewise, the upper end of the pay range should be based on the unit’s budget.
Pay commensurate with education and experience.
Anticipated Hiring Range: 
Grade: GGS-XXX
University Title: 
Internal applicants can determine their university title by accessing the Talent Profile tile in myHR.

	Work Hours:   
	Click here to enter expected or anticipated hours/shift.

	Minimum Qualifications: 
Copy from UM Job Code Detail: https://compsearch.umsystem.edu/
	Click here to enter minimum qualifications, which must match UM Job Code Detail minimum qualifications.  All other qualifications must go in the “preferred” category.

	Preferred Qualifications:  
	Click here to enter preferred qualifications.

	Application Materials:  

	Application materials include a cover letter and resume.  Finalists will be asked to provide references at a later date.

Applicants must combine all application materials into one PDF or Microsoft Word document and upload as a resume attachment to the UMSL Job site: http://umsl.jobs.

Limit document name to 50 characters.  Maximum size limit is 11MB.  Do not include special characters (e.g., /, &, %, etc.).  For questions about the application process, please email employment@umsl.edu.  If you are experiencing technical problems, please email umpshrsupport@umsystem.edu.


	Posting Duration: 
	Internal postings: Minimum of five days. 
External postings: Minimum of 14 days. 
Postings should be removed within 30 days. 
Click here to enter job posting closing date.

	Internal/External Posting:
	Choose an item

Would you like to include any additional information in your job posting to attract candidates? 
(appropriate EEO and Total Rewards information will automatically be added to all job postings in eRecruit)
	☐Other: Click here to add information about UMSL, CSD, and/or unit

All staff postings will include the following information unless discussed with HR prior to the job being posted: 
Applicants must be authorized to work in the United States. The University will not sponsor applicants for this position for employment visas.


Employee Referral Incentive
All UMSL benefit-eligible staff positions will be eligible for the Employee Referral Incentive with the exceptions of selected positions in the Center for Behavioral Health (CBH) as indicated below.
☐ This position is in the Center for Behavioral Health and is not eligible for the Employee Referral Incentive.
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