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Administrative Services Unit (ASU) Request to Fill Position Form
	Please complete and route for approval signatures prior to sending to asu.hr@ohr.wisc.edu to initiate recruitment/hire.
ASU recommends a brief kick-off meeting with the Supervisor/Hiring Manager and the HR Recruitment Specialist to review details of the position (via phone or virtual/in-person meeting).


	Date: Click or tap to enter a date.

	Main Contact: 

	Hiring Manager (if different from contact): 


	
	

	Waiver/Direct Hire or Recruitment? 

External or Internal Recruitment? 
Note: If internal must send justification 

Choose an item.
	 Waiver Reason:

Name of Hire (if Waiver/ Direct Hire):



	How long do you want the position posted? (2 weeks? 4 weeks?) 

	Anticipated Begin Date: Click or tap to enter a date.

	
	

	Total FTE this position will supervise (Can be partial; include any student employees and indirect reports):


	Business Title (30 Character Limit):


	SJD Title/Title Code (Generally each additional title will need a separate posting): 

TITLE AND STANDARD JOB DESCRIPTION LIBRARY 

	Employee Class (Academic/Univ Staff/Limited):  Choose an item.

	

	Proposed Full-time Salary Rate: 

	Department UDDS: 


Funding Code: 



ASU can look up funding of current or former employees by request

	Do you want minimum salary posted (recruitments)?  If yes, what amount?  If no, should it be posted as salary negotiable?: 


	 Ongoing/Renewable (requires recruitment) or Terminal/Finite: Choose an item.
- End Date if Fixed Term (2 years max): Click or tap to enter a date.
	 (2 years max):




 Possibility of changing to Ongoing? (if recruited): 

	Appointment Percent (ex. 50%, 100%; can be a range)

	Number of people to be hired for this position: 




	Work Location (Onsite / Remote / Partial Remote): Choose an item.


Additional Description:



Building Code or Location: 

	PVL Type (New or Replacement position): 
Choose an item.
	Prior Incumbent (if Replacement): 
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	How to Apply: 
**Default** [To begin the application process, click the "apply now" button. Please submit a cover letter referring to your related work experience and a resume detailing your educational and professional background.]



	

	Additional Information (check box if you want this wording included):  ☐ Starting salary is negotiable based on experience and qualifications.


	

	Job Summary Detail (This is an editable field where you can describe the position in detail as it relates specifically to your unit. This information will show up on the job posting): 


	

	Essential Responsibilities (Copy from SJD and assign a percentage of effort to each essential duty. None can be less than 5% unless it doesn’t apply in which case a zero should be assigned)


	

	Unique Responsibilities: (up to 4 responsibilities with no more than 20% of the total effort.  None can be less than 5%)


	

	Education Required (only fill out if you want something other than the suggested minimum): 


	

	Qualifications: (Enter the knowledge/skills/abilities and other requirements a candidate needs to perform the job.)
Required (at time of hire/cannot be trained):


Preferred:

	

	Job Category (Defaults to N/A; Check any that apply to this position):
☐  Essential On-Site Employee                     ☐ Mandatory Reporter                 ☐ Title IX Responsible Employee                     ☐ Campus Security Authority                       ☐ Position of Trust – Executive Position          ☐ Criminal Justice Data Access                   ☐ Position of Trust – Access to Vulnerable Populations/Summer Camps         ☐ Position of Trust – Property Access                   ☐ Position of Trust – Access to Vulnerable Populations       ☐ Position of Trust – Financial/Fiduciary Duty

	

	Licenses/Certifications Required: 


	

	Physical Demands (Defaults to N/A; Click the levels that apply):                                                                                                                                              Activity		N/A	Rarely	Occasionally	Frequently	Constantly                Weight
Standing	☐	☐	☐		☐		☐                               _____                       
Walking 	☐	☐	☐		☐		☐                               _____                       
Sitting		☐	☐	☐		☐		☐                               _____                       
Lifting		☐	☐	☐		☐		☐                               _____                       
Carrying 	☐	☐	☐		☐		☐                               _____                       
Pushing 	☐	☐	☐		☐		☐                               _____                      
Pulling		☐	☐	☐		☐		☐                               _____                       
Climbing 	☐	☐	☐		☐		☐                               _____                       
Balancing 	☐	☐	☐		☐		☐                               _____                       
Stooping 	☐	☐	☐		☐		☐                               _____                      
Kneeling 	☐	☐	☐		☐		☐                               _____                       
Crouching 	☐	☐	☐		☐		☐                               _____                       
Crawling 	☐	☐	☐		☐		☐                               _____                       
Reaching 	☐	☐	☐		☐		☐                               _____                       
Handling 	☐	☐	☐		☐		☐                               _____                       
Grasping 	☐	☐	☐		☐		☐                               _____                         
Feeling		☐	☐	☐		☐		☐                               _____                       
Talking	 	☐	☐	☐		☐		☐                               _____                       
Hearing 	☐	☐	☐		☐		☐                               _____                       
Rep. Motions 	☐	☐	☐		☐		☐                               _____                       
Eye/Hand/Foot 	☐	☐	☐		☐		☐                               _____                      
Coordination                   

	

	Work Environment (Defaults to N/A; Check any that apply to this position):
☐ Extreme Cold       ☐ Extreme Heat            ☐ Humid    ☐ Hazards (See Work Environment Hazards below)                                             ☐ Temperature Change       ☐ Vibration               ☐ Wet        ☐ Noise         

	

	Work Environment Hazards (Defaults to N/A; Check any that apply to this position – Must be checked if Hazards was chosen above):
☐ Animal Contact (All)       ☐ Asbestos            ☐ Autoclave Use          ☐ Bloodborne Pathogens (Non-Research Related)        ☐ Bloodborne Pathogens (Research Related)        ☐ Chemical Shipping     ☐ Chemical Use (Laboratory)       ☐ Chemical Use (Non-Laboratory)           ☐ Cryogen Use       ☐ Fume Hood Use     ☐Infectious, Biological and/or Hazardous Materials       ☐ Irradiator Use      ☐ Lasers        ☐ Nuclear Reactor Operation     ☐ Organophosphate Pesticides                                        ☐ Possible Contact with Lead       ☐ Possible Contact with Silica        ☐ Radioactive Materials                                                       ☐ X-Ray Diffraction Equipment Use       

	

	Tasks (optional – Consult with HR before adding): You may add up to 15 specific job related tasks


	

	Advertising summary (optional): Add language that you would like ASU to use on the jobs.wisc.edu job board to attract applicants.


	Next steps: 
· Send ASU Screening Tool
· Interview questions (phone and in-person)
· Screening Panel Names (phone and in-person)

To save time: 
· Have your interview panel set aside time for interviews well before the position closes.
· Prepare phone screening and in-person interview questions ahead of time. We have samples if needed.
· Let HR Recruitment Specialist know right away when you have made the verbal offer, so we can initiate the criminal background check.
In addition to the Criminal Background Check (CBC), there are two types of required SH/SV checks: 
• Employee SH/SV – this is an email containing three questions. Completion is required before a verbal offer can be made. • Employer SH/SV – we do not need to do this check until a verbal offer is accepted because this involves contacting their current supervisor/HR Department.

	

	Any additional comments or questions? 
· 
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	Approver
	Signature
	Date

	Supervisor
	
	Click or tap to enter a date.

	Director
	
	Click or tap to enter a date.

	Finance/Budget Designee
	
	Click or tap to enter a date.

	Leadership Team Designee
	
	Click or tap to enter a date.
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