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Student Employment 
Logan, UT  84322-1800

Phone:  (435) 797-0184

Fax:  (435) 797-0654


Student/Part-Time/Temporary Employment Requisition Form

Complete this form for all part-time (20 hours or less) and temporary (4 months or less) jobs paid through university funding. *Required Fields

Date: ___________     *Job Title: ___________________________  Number of Positions: _____

Duration: ​​​​​​ start date___________________ to end date_______________________  

Job Classification:  I   II   III   IV   V      Hours per week:  _____________________________

Working Schedule:  _______________________________    Pay rate: __________________    

Description and/or Minimum Qualifications:  (maximum of 70 words.  If submission is over that, Student Employment will contact you to edit the description.)
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
______________________________________________________________________________________

*Department: _____________________________  Location:  _____________________________
*Contact Name:  ____________________  UMC:  ______  *Phone Number 1:  _____________

Phone Number 2:  _______________  Hide phone numbers:  Y  or  N  (circle one, at least one phone number is required for searching capabilities.  If you choose to hide it, it will not be given out to the students.)

Fax Number:  ______________  *E-mail Address:  ____________________________________

I would like students to: (Check as many as apply)   
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 Apply in Person   [image: image3.png]


 Call for an Appointment   [image: image4.png]
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 Mail Me   
Other: (specify) ____________________________________

I would like students to bring/send: (Check as many as apply)   
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 A Resume   [image: image8.png]


 An Application   [image: image9.png]


 3 references   [image: image10.png]
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 A Class Schedule   
Other: (specify) ______________________________________

Posting Dates:  start date________ to end date ________

Number of referrals per position:  _____  (You must take a minimum of 3 referrals per position, or post the job for 24 hours, whichever comes first.)

Prepared By:  _________________________   SEO Verification:  ______  Job Number:  _______

Please make a copy for your records.  If the job is received by 5 pm, it will be posted the next working day at 8 am.  You can fax this form to (435) 797-0654, Drop it off at the Student Employment Office, TSC, Room 106 or go on-line and e-mail it at www.usu.edu/studemp/postonjob.htm. 
