[image: ]	Office of Human Resources
	Telephone:  212.217.3650
	Fax: 212.217.3651

	Vacancy Review Request Form


	Job Title:
	


	Salary Schedule:
	

	Rate:
	$

	Department:
	

	Supervisor:
	

	Work Schedule/ Weekly Hours:
	
	Date Needed:
	

	
Please attach a job description and a table of organization for this position.



	|_|  Staff/Technologist

	|_|  Part-Time

	|_|  Replacement           

	|_|  Classroom Assistant

	|_|  Full-Time

	|_|  New Position Request


	|_|  Non-Classroom Faculty

	|_|   Permanent

	|_|  Replacement and Reclassification Request


	|_|  Classroom Faculty

	|_| Temporary

	Position # 


	|_| Other
	|_|   Acting

	Name of employee and reason for replacement:


	
	|_|   Seasonal Temp
	Approximately how long was the previous Incumbent in the 
position?


	1. Are the duties of this position changing?    Yes |_|     No |_|  

2. How does this position support the goals of the strategic plan?

3. How does this position support service delivery to students, faculty/staff?

4. Has there been automation or business process reengineering in the area where this position is located that may change how the future incumbent in this position will carry out his/her assignments?

5. How has this position evolved, particularly if it has been filled with the same employee for a significant period of time?
6. How do the changes in this position foster the attainment of the strategic direction of the College?

7. What would be the consequences of not filling this position?

8. Is this position supported by non-operating budget funding, e.g., fees, grants/contracts, etc.?




	Justification: 

	Requested by:
	
	Endorsed by:
	

	Supervisor:
	
	Senior Administrator/ Dean:
	

	Date:
	
	Date:
	




	Vacancy Review Committee Action

	Committee Recommendation: 
	|_|  Approved      |_|  Disapproved

	Comments:




	Reevaluation  Committee Action

	Position Upgraded: 
	[bookmark: Check17]|_|  Yes          |_|  No
	Position Downgraded:
	|_|  Yes          |_|  No

	New Title: 
	

	Salary Schedule:
	
	Rate:
	$

	Action Approved By Committee Members Below:

	1.
	2.
	Date:
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