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University of Massachusetts Lowell                        R e q u e s t   f o r   P o s t i n g  -  P a r t   1
One University Avenue



Lowell, Massachusetts 01854                                              J O B    S P E C I F I C S

Contact Information 








            Date of Request
Person





  
Phone



       

Department




  
Fax     



Position Data

Job Title






 (Officially recognized title by union/state)

Working Title






 (Commonly used title – may be same as above)

Position Type
⁭Faculty     ⁭ Professional     ⁭Grant and Contract     ⁭Clerical     ⁭Maintenance      ⁭Police  

*Union Position   ⁭Yes       ⁭No 
     


Benefited   ⁭Yes    ⁭ No  
*If yes, please review unit requirements
  


Type of Posting:  Promotional Opportunity ____ 


    Internal Posting   ____  




   




    Job Opening   ____ (Advertisement information must be completed on the next page) 
     

⁭Full Time   ⁭Part Time
If Part Time, indicate either:   % of FTE _____ or # of hours per week _____

Justification for position (i.e. Blue Book reference, position vacancy)  

Is this change from Non-Benefited to Benefited:  Y/N _____  If Yes, Name of Incumbent    ______________________  

 Salary Data

 Grade / Rank  


 (classified staff grade, faculty rank)

 Salary Range  


 (per respective bargaining unit)    Anticipated Hiring Range  

Salary Justification:  For professional positions, please attach salary analysis.  

Supervisor may submit Salary Analysis Requests to Human Resources.

The salary analysis form is available at http://www.uml.edu/hr/Forms.htm


Prior Incumbent Information (If Applicable)

Name








Annual Salary  

Title








Date Vacated  


Position Funding Information

Salary Source:
      ⁭Operating Funds             ⁭Trust Fund Account                ⁭Grant and Contract   



                       If Trust Funded or Grant and Contract funded indicate account name and number below

                       Account Name:____________________           Account #:________________________
Anticipated Starting Date:   _____________     





Rev 03/2007
       












University of Massachusetts Lowell                     R e q u e s t   f o r   P o s t i n g  -  P a r t   2
One University Avenue



Lowell, Massachusetts 01854                           A D V E R T I S I N G   &   A P P R O V A L           

Advertisement Information (If Applicable – All Job Openings Must be Advertised)


Please visit the UML HR Forms webpage under ‘Recruitment’ at: http://www.uml.edu/hr/Forms.html for a list of position-specific and diversity-focused recruitment publications/websites grouped by job category. Also included is deadline information for when ads need to reach HR for timely ad placements.

Preferred sources of advertisement:  Please circle.
Please note that UMass Lowell has purchased a recruitment advertising unlimited contract with www.higheredjobs.com until Dec 12, 2007 and hence, all UMass Lowell positions will be posted on this website at no extra charge during this period.
Chronicle of Higher Education 
□ Display ad
□Text/Line ad

Payment A/c Name:

Trade Publication/website
□ Display ad
□Text/Line ad

Purchase A/c No:


_____________________________
 



Purchase Order No:

Diversity Publication/website ___ __________________________
Purchasing Use only
Other 
_______________________________________
Advertisement / Job Posting Information:  Please fill in below or attach the job posting.  This should include job description and/or duties, minimum qualifications, salary or salary range, date of appointment, application deadline and contact persons.  If this is a Grant & Contract posting; please indicate that the position is “Contingent upon funding”.

Application Deadline Date: __________________    

Please note: Job ads for faculty positions are paid for by the Office of the Provost up to a specified amount. However, job ads for all other positions need to be paid for by the hiring departments. For non-faculty positions, the hiring department will need to provide Human Resources with a Purchase Order# before recruitment advertisements can be placed.
For HR Office internal use only: For ‘Open until Filled’ positions, please mention date when selection interview process would be anticipated to begin: ________________________


The University of Massachusetts Lowell is an Equal Opportunity/Affirmative Action, Title IX, H/V, ADA 1990 Employer.
Authorization and Approval

	DEAN/DIRECTOR

Approved:________________Date:_____________
	HUMAN RESOURCES

Approved:_________________Date:_______________



	CHANCELLOR/PROVOST

Approved:_______________Date:______________
	RECEIVED BY EOO

Date:_____________________________                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                          

	HUMAN RESOURCES USE ONLY


	HR/EOO

EEO________  Census________  Job Code________















Rev 04/2007















