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City of El Centro
Human Resources Department

POSITION VACANCY FORM

(Temporary Positions Only)

This form serves to assist each department with recruiting for TEMPORARY position vacancies.  Vacancies will be processed in the order in which a completed form is received.   

1.
Title of position & hourly rate: ​​​____________________
2.
Department/funding source: 
_________________________
3.
Is this vacancy the result of a replacement?       Yes:

__
  No: 



4.
If yes, name of person who is being replaced: 
_______



5.
What will the work schedule be? 
____________


6.
How many hours will this person work per week?   __
7.
How many hours will this person work (maximum of 1,000 hrs)? 
____



8.
Start Date:
_______


End Date:
______



9.    
Is there a current job description on file for this position? 
_
___



10.
Special skills required: 
____________________________________


11. 
Department Contact & Phone #: 
__________________




1.  Department Head’s Signature:______________________________    Date:___________
2. Finance Director’s Signature:





     Date:


3. Human Resources Signature:_______________________________    Date:___________
4. City Manager’s Signature:_________________________________    Date:___________
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