CITY OF EDINBURG

JOB ORDER REQUEST

IN-HOUSE ONLY
DATE:



JOB TITLE:                                                                                                         REASON FOR VACANCY:         


DEPARTMENT/DIVISION:  


TYPE OF POSITION:              F/T-Regular             P/T-Regular              P/T-Seasonal                  Contract

Work Days & Hours: 

If Seasonal, DURATION OF EMPLOYMENT:  _____________________________________________________

CLOSING DATE:  

 NUMBER OF OPENINGS:  


WAGE/SALARY:
        Minimum
Grade

TYPE OF EXEMPTION:           Non-Exempt              OR    Exempt               If Exempt, Type:


JOB REQUIREMENTS, EDUCATION, EXPERIENCE, SKILLS:

 


Same as specified on Job Description (attached).                           Other, See Attachment.

NOTE:  Must have a satisfactory DRIVERS LICENSE Record.  NO DWI’S within the last 5 years. NO MORE THAN FIVE MOVING VIOLATIONS within the last 5 years.
REQUIREMENTS:  Please follow job description for all requirements & responsibilities.

COMMENTS:  



APPLICANTS TO BE REFERRED TO:                                                                         JOB ORDER NO :
                                                                           
Name:                                                          Title:                                                  Phone #:                                            .

                                         (please print)




AL:jm/serverK.personnel.forms.joborderrequest.mswrd
                                                          Revised: 12.2008



APPLICANT(S) HIRED:








 Current employees, who wish to apply for this position, please obtain a job application at the Department of Human Resources or download the application from the City server.





Please forward job application to the Department of Human Resources, who will process and forward the applications to the above-mentioned department (interviews will be scheduled by the hiring department). 











(For Personnel Use Only!)








 





 





 





 





  














 





 











  





 























 





  





    





  





  





 





 








