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Paycom Job Posting Request
Enter known job information.  Required fields in red.  
	FOAP 
	Click or tap here to enter text.
	Additional FOAP (add split percentage)
	Click or tap here to enter text.
	Additional FOAP (add split percentage)
	Click or tap here to enter text.
	Additional FOAP (add split percentage)
	Click or tap here to enter text.


	Submitter
	Click or tap here to enter text.
	Primary Recruiter (Search Chair)
	Click or tap here to enter text.
	Additional Search Committee Members
	Click or tap here to enter text.
	Hiring Authority (Manager, Director, Dean, Etc.)
	Click or tap here to enter text.
	External/Internal Posting
	Choose an item.
	Anticipated Start Date
	Click or tap here to enter text.


	Position Title
	Click or tap here to enter text.
	Headcount for this position
	Click or tap here to enter text.
	Posting Reason
	Choose an item.
	If Replacing, list who is being replaced
	Click or tap here to enter text.
	Pay/Salary Grade
	Click or tap here to enter text.
	Full/Part Time/Per Course
	Click or tap here to enter text.
	Job Category 
	Choose an item.
	Posting Length (30 days, Until Filled, Permanent etc.)
	
Choose an item.
	Education Requirement
	Click or tap here to enter text.
	[bookmark: _Hlk212626263]FTE
	Click or tap here to enter text.
	Travel Required
	Click or tap here to enter text.
	Reports to
	Click or tap here to enter text.
	Wage Range (Enter if known)
	Click or tap here to enter text.
	Department
	Click or tap here to enter text.
	Restricted Fund?
	
Choose an item.
	Work Location
	Click or tap here to enter text.
	Union Eligible?
	Click or tap here to enter text.
	Benefits Eligible?
	Click or tap here to enter text.
	Job Classification
	
Choose an item.


	[bookmark: _Hlk212627438]Additional information
	Click or tap here to enter text.




Enter Job Posting information below or add as attachment. If assistance is needed, please request in the appropriate fields. Text boxes will expand to accommodate space needed.

Primary contact to list on posting 
Click or tap here to enter text.

Job Summary/Description/Physical Demands
Click to type in text.  If Pasting, use CNTRL+Shift+V or Paste option text only..
Minimum Qualifications
Click to type in text.  If Pasting, use CNTRL+Shift+V or Paste option text only.
Preferred Qualifications
Click to type in text.  If Pasting, use CNTRL+Shift+V or Paste option text only.
Preferred Skills
Click to type in text.  If Pasting, use CNTRL+Shift+V or Paste option text only.
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