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CAREER CENTER

‘OF MONTEREY COUNTY.



Monterey County


Department of Social and Employment Services

Elliott Robinson, Director


Temporary Agency Employee Requisition
	Date
	
	Vacant Position No.:
	


	Requestor:
	
	Telephone #:
	
	Fax #:
	

	Supervisor:
	
	Telephone #:
	
	Fax #:
	

	Division:
	
	Location:
	
	Date Needed:
	

	How Long:
	
	Work Schedule:
	 FORMCHECKBOX 
  FT    FORMCHECKBOX 
  PT
	Days/Hours:
	

	Review Resumes?
	 FORMCHECKBOX 
  Yes    FORMCHECKBOX 
  No
	
	Interview Candidates?
	 FORMCHECKBOX 
  Yes    FORMCHECKBOX 
  No

	Bi-lingual Skills Required?
	 FORMCHECKBOX 
  Yes    FORMCHECKBOX 
 No
	Languages?
	SPANISH/ENGLISH 

	Typing Skills Required?
	 FORMCHECKBOX 
  Yes    FORMCHECKBOX 
  No
	WPM?
	N/A

	Software Skills Required?
	 FORMCHECKBOX 
 MS Word    FORMCHECKBOX 
 Excel    FORMCHECKBOX 
Outlook    FORMCHECKBOX 
Other
	

	Classification Requested:
	

	Duties:
	

	

	Reason for Request:
	

	


This section to be completed by Human Resources

	Name
	Start Date
	End Date

	
	
	

	Rate
	Special Rate?
	Referral?
	Requested Hours
	Previous Hours
	Total   Hours
	Total Current Request

	
	 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No
	 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No
	
	
	
	

	Justification for special rate:
	

	Classification:
	
	Vendor:
	


Required Approval Signatures:

	Program Mgr/Deputy Director:
	
	Date:
	

	Human Resources:
	
	Date:
	

	Finance Division:
	
	Date:
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