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City of El Centro
Human Resources Department

POSITION VACANCY FORM

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

1.
Title of position: _____________________________________________
2.
Department:_________________________________________________

3.
Funding source:______________________________________________
4.
Is this vacancy the result of a replacement?    Yes:_______ No:_______


If yes, name of person who is being replaced:_____________________

If no, what will the funding source be?___________________________
5.
Is this position in the budget?   Yes:_______  No:_______
6.
Position status:    Full time:______  Part time:______  # of hours:______

7.      Is there a current job description on file for this position?_________

Please submit this form to the Human Resources Department once it is signed by the Department Head.

Department Head’s Signature:_____________________________     Date:__________
Human Resources  Signature:______________________________    Date:__________

Finance Director’s Signature:_______________________________   Date:__________

City Manager’s Signature:__________________________________   Date:__________
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