GREAT BASIN COLLEGE 

PROFESSIONAL POSITION RECRUITMENT/SALARY AUTHORIZATION FORM
(Section 1)
Position Title:





   


Position #:



Date Position Available:


       Administrative Grade:          
   Academic Column:


Department/Discipline:





Division:





□ “A” Contract          □   “B” Contract           □ “B+ Contract (# of + days)
  
  
FTE:


□ Academic       □ Administrative      □ Tenure Track       □ Non-Tenure Track     □ Zero Track  
□ Difficult to Recruit     □ Permanent    □ Temporary from:


      
to:



□ Current Position Description Attached
POSITION AUTHORIZED FOR BUDGET AND HUMAN RESOURCES REVIEW:
Vice President



    Date
(Section 2)
Approved Salary Range – from: $





to: $





Account Number(s):




















FTE %




           FTE %
□ Soft Money (funding duration) from:


 

         to:


 

POSITION AUTHORIZED FOR RECRUITMENT:

V.P. for Administrative Services
 
    Date

Director of Human Resources

    Date
 (Section 3)
Any salary amount outside of the approved range in Section 2 must be approved by the Vice President for Administrative Services prior to any employment offer.

Requested Salary: $






Approved Salary: $





V.P. for Administrative Services

    Date
Section 1:  To be completed by the individual/department requesting the recruitment.  The appropriate Vice President must sign and authorize the position information before submitting the form for budget and human resources authorization.
Section 2:  To be completed and authorized by the Vice President for Administrative Services and the Director of Human Resources.  No recruitment process may begin until all required signatures are secured.
Section 3:  To be completed if the selected applicant qualifies for a higher salary than was authorized in Section 2.  Approval for a variance in salary must be obtained from the Vice President for Administrative Services before any employment offer is extended.   If appropriate approval is not secured in advance, the employment offer will be null and void.
Original form will kept on file in the Human Resources Office and a copy will be returned to the appropriate V.P. acknowledging recruitment approval.  Once an employment offer is made and accepted, complete a Professional Position New Hire Contract Worksheet, attach a copy of this approved form and submit to the Human Resources Office for processing.






