PositionDescriptionQuestionnaird PDO)nstructions

Forminitiator will completethe followingsectionsof the form:

X PositionDetails
JOBTITLE
DIVISION,



[J Readand comprehend instructions, write information and complete simple forms [J Bachelor's Degree

Area
of
. . ey

S ek

Requirededucationf DesiredEducation{Maxof 2 Selections)
Specifiknowledgeor Skills§l{Cangroupor separateby (R)equirecor (D)esired
Licenses, certificates and / or security clearances required for this position
Lifting Requirementgrequently, ocasionally or seldom)

x Physical Demands: Check any of the physical demands that are required in performing the
essentialfunctions. Sincesomeactivitiesare performed at the sametime, percentagesnay
add up to over 100%.

x JobLocationandworking conditions

X Equipment

Equipmentitems: (Cangroupby frequencyor separate)

X Employeego be Supervised

SupervisionDuties

X SupervisiorReceived
Frequencyf assignmentsypicallygiven

Frequencyf the work discussear checkedoy the supervisor

ROUTING DETERMINATION....... .. ...

*%* *%*
ROUTINGETERMINATION Choosel. if someoneelseisthe Supervisoand

Signature/Date 2.if youarethe Supervisoof this position.

After you havesubmitted, theform will be sentto HRfor reviewandapproval Whilein HRqueue,there
maybe afew recommendeathanges wher&iRwill adjustand will be return to Fornmitiator. Once the
PDQ is returned to Form initiator, form initiator will then began to complete the PR (Personnel
Requisition).

*The PDQcannotbe changedafter it hasbeenapprovedby HR.

After you have clicked the Submit Form button, the form will route to HiRRefdew and approvallf
changesare necessaryHRwill havethe option to makethem on the form or sendit backto the Form
Initiator for revision.Once HR has approved, the Form Initiator will receive a notification email and
then can proceed with the Personnel Requisition (PR) form.



PersonneRequisitionPR)

Forminitiator will completethe followingsectionsof the form:
This form entails many details and the form may not be submitted until the form is COMPLETE.

X PositionDetails

Position Details

Date: | gg/29/2022

HR Use Only
Vacancy Number. * EEQ Class: * Pay Grade: *
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Employee Replacement?
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*You will need to attach the PDQ that was approved by HR to this PR.
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x RecruitingMethod

** ROUTINGETERMINATION**

Signature/Date
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