
 

 

 

MANPOWER REQUISITION FORM 

 

REQUISITION RAISED BY 

Department’s Name :  

Officer’s Name :  

Designation of the Officer :  

Date of Requisition :  

DETAILS OF REQUISITION 

Position Requested :  

Type of Requisition  : New Recruitment  Replacement  

No of Staff Requested for the Position :  

Expected Closing Date for Recruitment : 2 weeks from date of requisition 

1 month from date of requisition 

2 months from the date of requisition 

3 months from the date of requisition 

POSITION DETAILS 

Status of Employment : Full Time     Part Time    Freelance 

Position’s Type : Non-Teaching     Teaching 

Education Requirement (s) :  
Experience Requirement (s) : Less than 1 year    Minimum 1 year Minimum 3 years  

More than 5 years 

 

Candidate to possess: 

Relevant experience    

The department accepts non-relevant experience for this 

position 

Expected Traits/Quality : Leadership Supervision  Ordinary Functional / Operation 

Any other special requirement (s) :  
Description of Job Duties :  

 

Signature of Officer  :  

 

 

HR RECOMMENDATION 

HR      recommends    does not recommend this requisition  

Reason :  

HR Signature  :  

 

Date  :  

THE MANAGEMENT’S APPROVAL 

The Management  approves   does not approve this requisition 

Signature :  

 

Date  :  

 

OUTCOME (By HR) 

Recruitment Type  Recruitment Date/Period  

Total Applicants  Total Applicant(s) Hired  

Date Job Filled  HR Endorsement  
HR Form / Version 2 / Date : 20th May 2014 


