
  Permission to Search (Wage/Temp) 
Version date 8/9/16 

 
 

PERMISSION TO SEARCH (WAGE/TEMP) – Requesting department must complete all 
items before forwarding to F&B/ICA Consol. Recruitment 
 

Admin. Unit: _______________________________________________Campus:__________________ 
Dept.:________________________________Contact Name: __________________________________ 
Phone:_______________________________Email:_______________________________ 

 
POSITION INFORMATION:  (Posting/Advertising info. not needed for Temps) 
 
Position Title___________________________________  # of Jobs ________  Grade (T/S only)____ 
Date Needed ___________________  Length of Time Needed ___________________ 
Shift/Schedule ____________________________________________________________________  
Hours/Week ________________ Days Off ___________________________________________ 
Does this position require driving? ____________________________________ CDL?_____________ 
T/S work _______ (or) Staff work _______ Wage job _______ (or) Student job _______ 
 
Typical work assignment based on unit: 
20 hr/week _______  28 weeks _______  16 weeks @ 40 hr ______   
24 hr/week _______  26 weeks _______ 
 
Wage positions only: 
Budget/fund that will be used for advertising ___________________________ 
List Posting as Open Until Filled (otherwise, posted for one week) ______ 
 
Position Announcement:  

  
  
  
  
  
    
  
  
 

 
Grant EJMS access to (list access IDs, only):  

   

 
(OPP, ONLY): 
 
Craft Code (OPP, only; 101 for staff/student) ______________  Location __________________ 
Computer access required? ____________ 
Last Incumbent __________________________________ Date vacated __________________________ 
Temp Requests:  Budget # _______________________________ Task # ___________________ 
 
Approvals: 
Immediate Supervisor ______________________________ Date _________________________ 
Manager _________________________________________Date _________________________ 
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