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NEW JOB FLYER POSTING -- REQUEST FORM

Please complete the following and submit to DPH Merit Systems Division via email to DPH_JobFlyerRequest@sfdph.org. Upon receipt of completed form, DPH Merit will contact you regarding the next steps in the process.
REQUESTOR INFORMATION:

	Name of Requestor:
	     

	Contact Name for HR Response & Inquiries: -(if different from above) 
	     

	· Contact Telephone Number:
	     

	· Email Address:
	     


VACANCY INFORMATION:
	CLASSIFICATION NUMBER & TITLE:
	     

	· Functional Title – (Optional):
	     

	· Specialty Area – (if applicable):
	     

	· Number of positions – (for this request):
	     

	Approved Department of Human Resources Position Number: 

(at least 7 digits long) 

	     

	· Vice - (i.e., name of last incumbent; new grant-funded position, etc.):
	                 

	· Special Conditions –
 (if applicable- i.e. Language, Heavy Lifting 35lbs ):
	     

	· DEPARTMENT ASSIGNMENT - (i.e., ZSFG; LHH; CO):
	            

	Sub-Department / Program / Unit:
	     

	Work Location:
	     

	· Shift - (i.e., days, weekends, evenings, nights, etc):
	     

	· Specific Shift Days & Hours – (i.e., M-F  8:00 a.m. – 5:00 p.m.)
	     

	· Schedule - (i.e., Full-Time; Part-Time; Exempt; As-needed; etc.): 
	 FORMDROPDOWN 


	· Patient Population – (SFGH Clinical Positions ONLY):
	 FORMDROPDOWN 


	· ADDITIONAL INFORMATION – (Optional):
	     

 FORMTEXT 
     


POSTING INFORMATION:
	LENGTH OF POSTING – (2 Week Minimum):
	 FORMDROPDOWN 


	CONTACT INFORMATION FOR APPLICANT RESPONSE:

- NOTE: The information provided in this box will be published on the job flyer.   --    (Mailing address/email/phone number)
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