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The University of North Carolina at Chapel Hill

Office of Human Resources – Employment and Staffing

peopleadmin position posting worksheet

THIS FORM IS FOR DEPARTMENTAL USE ONLY AND DOES NOT NEED TO BE SENT TO OHR
	Department Information

	Posting Dept. Name
	     
	Posting Dept. Number
	     

	Department/Organizational Unit Description
	     


	Position overview

	Posting Open Date
	     
	Posting Close Date
	     

	Position Title:
	     
	Position Working Title:

(as approved on job description)
	     

	Position Number
	     
	Internal Recruitment only
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	Hiring Range
	     
	Stimulus/ARRA-funded
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	If the position is time-limited, enter the estimate duration of appointment
	     

	Work Hours/Schedule
	     

	Position Posting Category (Choose One)

	Academic Administration
	 FORMCHECKBOX 

	Human Resources
	 FORMCHECKBOX 


	Accounting/Finance/Auditing
	 FORMCHECKBOX 

	Information Technology
	 FORMCHECKBOX 


	Administrative/Clerical Support
	 FORMCHECKBOX 

	Laboratory Management and Services
	 FORMCHECKBOX 


	Athletics
	 FORMCHECKBOX 

	Libraries
	 FORMCHECKBOX 


	Development and Fundraising
	 FORMCHECKBOX 

	Other
	 FORMCHECKBOX 


	Environment, Health and Safety
	 FORMCHECKBOX 

	Parking and Transportation Police/Security
	 FORMCHECKBOX 


	Facilities And Skilled Trades
	 FORMCHECKBOX 

	Public Relations/Communications/Marketing
	 FORMCHECKBOX 


	Health Professional (Physician/Nurse/Other)
	 FORMCHECKBOX 

	Research Professionals
	 FORMCHECKBOX 


	Housekeeping and General Services
	 FORMCHECKBOX 

	Student Services
	 FORMCHECKBOX 



	Position Description and requirements

	Description/summary of the position
	     

	Essential Skills, Knowledge, and Abilities
	     

	Preferred Qualifications
	     

	Required Licenses/Certifications
	     

	Special Physical/Mental Requirements
	     

	Additional Position/Schedule Attributes

	Animal Handler (non-DLAM)
	 FORMCHECKBOX 

	On-call occasionally
	 FORMCHECKBOX 


	Asbestos Worker
	 FORMCHECKBOX 

	Overtime
	 FORMCHECKBOX 


	Carcinogen handlers (Labwork)
	 FORMCHECKBOX 

	Overtime occasionally
	 FORMCHECKBOX 


	Carolina Living and Learning Center
	 FORMCHECKBOX 

	Patient care involved
	 FORMCHECKBOX 


	Clinic – UNCH or ACC
	 FORMCHECKBOX 

	Pesticide applicator
	 FORMCHECKBOX 


	Evening work
	 FORMCHECKBOX 

	Respirator, general use
	 FORMCHECKBOX 


	Evening work occasionally
	 FORMCHECKBOX 

	Rotating shifts
	 FORMCHECKBOX 


	Exposure to Bloodborne Pathogens
	 FORMCHECKBOX 

	Rotating shifts occasionally
	 FORMCHECKBOX 


	Exposure to Hazardous Materials
	 FORMCHECKBOX 

	Shift work
	 FORMCHECKBOX 


	Laboratory
	 FORMCHECKBOX 

	Shift work occasionally
	 FORMCHECKBOX 


	Night work
	 FORMCHECKBOX 

	Valid NC Driver’s License
	 FORMCHECKBOX 


	Night work occasionally
	 FORMCHECKBOX 

	Weekend work
	 FORMCHECKBOX 


	Non-Healthcare TB exposure
	 FORMCHECKBOX 

	Weekend work occasionally
	 FORMCHECKBOX 


	On-call
	 FORMCHECKBOX 

	


	Applicant instructions and screening

	Special Instructions to Applicants
	     

	Applicant Documents

	CV/Resume
	 FORMCHECKBOX 
 Optional
	 FORMCHECKBOX 
 Required

	Cover Letter
	 FORMCHECKBOX 
 Optional
	 FORMCHECKBOX 
 Required

	Other Document
	 FORMCHECKBOX 
 Optional
	 FORMCHECKBOX 
 Required

	Certification/Licenses
	 FORMCHECKBOX 
 Optional
	 FORMCHECKBOX 
 Required

	List of References
	 FORMCHECKBOX 
 Optional
	 FORMCHECKBOX 
 Required

	Degree Transcripts
	 FORMCHECKBOX 
 Optional
	 FORMCHECKBOX 
 Required

	Writing/Research Samples
	 FORMCHECKBOX 
 Optional
	 FORMCHECKBOX 
 Required

	Media Presentation
	 FORMCHECKBOX 
 Optional
	 FORMCHECKBOX 
 Required


	Supplemental Questions

	Question
	Responses 
	Disqualifying
	Required

	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Search committee members and guest users

	Search Committee Members

(only list those who will require online application viewing rights)

	Name
	PID
	Email
	Chair

	     
	     
	     
	 FORMCHECKBOX 


	     
	     
	     
	 FORMCHECKBOX 


	     
	     
	     
	 FORMCHECKBOX 


	     
	     
	     
	 FORMCHECKBOX 


	     
	     
	     
	 FORMCHECKBOX 


	     
	     
	     
	 FORMCHECKBOX 


	Guest users

	Name
	E-mail
	Home Institution
	Password
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	The University of North Carolina at Chapel Hill is an equal opportunity employer that welcomes all, including individuals with disabilities and protected veterans.
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