THE CITY OF

\AI WATERTOWN oare. | December 12, 2024

REQUEST TO FILL POSITION

Position requests mustbe completed to fill positions. Requestswillbe initiated by the department manager,
approved by the Mayorand then sent to thehuman resource(HR) department for processing. An internal
request numberwillbeassigned in HR upon receipt of the completed form.

NEW POSITION POSITION TITLE PT Custodian

FILLING A VACANCY x INCUMBENT:

Posted Wage Range GRADE: CSTEP: 1 - EXEMPT/NONEXEMPT x

FT PT_x__ TEMP/SEASONAL/INTERN(Please list)

DEPARTMENT: Library SHIFT First WORK SCHEDULE
M 7:30-12:00 T-F 7:30-10

Sometimes additional hours if needed
Account# to charge recruitment/screening fees: 11-58-12-18
Account(s)# to charge WAGES: Fund 11

REASON FOR OPENING Resignation-Medical

JUSTIFICATION TO FILL Cleans public restrooms throughout the entire facility, M-F.

Essential to the maintenance and cleanliness of the facility

ESSENTIAL JOB FUNCTIONS AND QUALIFICATIONS ( Job description may be attached)

SPECIFIC RECRUITMENT ADVERTISING INSTRUCTIONS (where to post, howlong,etc. Ifpaid advertising is
necessary, please include the appropriate account lineinformation)

DEPT HEAD SIGNATURE DATE
MAYOR SIGNATURE DATE
HR SIGNATURE DATE
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