R – 7/16
Department of Natural Resources (DNR)Funding Available

______________

RECRUITMENT AND SELECTION FOR VACANCY FORM

The purpose of this form is to request approval to: (A) Announce a vacant position; and thereafter, (B.) Select an applicant from those given consideration for the subject vacancy. Please mark an “X” next to the requested action and complete the applicable section:
													

	[bookmark: Check49]|_|
	(A.) RECRUITMENT:  Please announce the following vacant position.
	DATE:
	     

	Office:
	     
	Division:
	     

	Position #:
	     
	Job Title:
	     

	Position Type:
	[bookmark: Check50][bookmark: Check51]|_| Supervisory    |_| Non-Supervisory
	Position’s Supervisor:
	     

	Date Vacated:
	     
	Previous Incumbent:
	     

	Position Description: (SF-3):  
	All SF-3’s must be updated as follows:
· Every five (5) years;
· When duties have changed significantly; or
· When filling a supervisory position if the SF-3 is more than one (1) year old.

[bookmark: Check52][bookmark: Check53]Based on the above criteria, does the SF-3 require updating?   |_| No   |_| Yes  (If yes, please complete/attach updated SF-3 to this form. Failure to do so shall result in the delay of the vacancy being announced.)

	Announcement Type:
For temporary appointments, please indicate justification reason
	|_| Probational
|_| Probational and Promotional
|_| Promotional-DNR Employees Only
|_| Unclassified
|_| Student
|_| Classified WAE Appointment
        (Not to exceed 1245 hours in 12-months)
     Select Justification for Classified WAE:
       |_| Pending Filling in a Regular Manner
       |_| To Address an Emergency
       |_| To Address Work Overload
	|_| Detail to Special Duty (Not to exceed 1 year without Civil Service approval)
     Select Justification for Detail to Special Duty:
         |_| Incumbent on Leave/Detail to Another Position
         |_| Pending Filling in Regular Manner
         |_| Double Encumber Pending Retirement of Current Employee
         |_| For a Trial Period to Determine if Employee is Suited for Position
         |_| For a Period of Time to Complete a Special Project
|_| Job Appointment (Not to exceed 4 years)
      Select Justification for Job Appointment:
         |_| Special Projects/Work Overload
         |_| Substitute for Another Employee

	Announcement Period:
	[bookmark: Check54]|_| 5 days (Minimum required)
[bookmark: Check55][bookmark: Text24]|_| If more than 5 days, indicate #:   
	NOTE: To increase the effectiveness of the job announcement, you are encouraged to attach a separate sheet of paper briefly describing the duties to be performed and whether preference will be given to applicants with certain skills or competencies.

	Approved by:
	
	
	

	
	Section / Division Head
	
	Assistant Secretary

	
	
	
	

	
	Undersecretary
	
	Secretary



Once approved, please route to the Human Resources Division.		     HR Exam Plan #: _______________________________
									
     Vacancy Log #:    _______________________________

Once the vacancy has been announced, the Human Resources Division will return this form to the Hiring Supervisor for completion of Section B., Selection, below.


	|_|
	(B.) SELECTION: Below is the Applicant Recapitulation Report for the above vacancy.
	DATE:
	     

	Applicant Name:
	Interview Date/Time:
	Interviewer(s):
	Disposition:

	     
	     
	     
	|_| Recommended for Hire
|_| Interviewed/Not Selected

	     
	     
	     
	|_| Recommended for Hire
|_| Interviewed/Not Selected

	     
	     
	     
	|_| Recommended for Hire
|_| Interviewed/Not Selected

	     
	     
	     
	|_| Recommended for Hire
|_| Interviewed/Not Selected

	     
	     
	     
	|_| Recommended for Hire
|_| Interviewed/Not Selected

	     
	     
	     
	|_| Recommended for Hire
|_| Interviewed/Not Selected



Please attach a separate sheet if additional space is required.

	Approved by:
	
	
	

	
	Interviewing Supervisor (responsible for verifying prior job experience)
	
	Assistant Secretary

	
	
	
	

	
	Undersecretary
	
	Secretary



Once approved, please route to Interviewing Supervisor for completion of the Conditional Offer of Employment or, if applicable, DNR Request for Payment Under Rule 6.5(g) for Applicants/New Employees Form.
