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would like to request new staff to work my office number person (s) in the position of
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Starting date Required
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Job Description (You may use another sheet of paper if necessary) Responsibilities as specified in Job Description (attached)
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Qualification Required (Please specify in detail) Qualification Required as specified in Job Description (attached)
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Reason for request Have received approval for new staff Presently there are staff (s) in the office
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To replace the staff who resigned
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been transferred. Name
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Recruitment Written examination required. Teaching Demonstration
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Transfer of staff from another department / office
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Respectfully
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Dean / Director / Immediate Supervisor’s opinion
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Assistant to President / Next Supervisor opinion
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Verified Manpower examination by Office of Human Resources
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Vice President’s opinion
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President’s opinion
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6. dninninensyana UszmasuainsuazduiinGos
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auvuaouae 1l Office of Human Resources is authorized to

advertise and proceed for this new position requested.
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