Enron Staffing Requisition

Use this form to request:  Additions, replacements, and part-time personnel.

Company
No.
Department
Payroll Location No.

Enron North America
413



Request for:

























Regular Full Time

Regular Part Time

Employment Agency Temp.

VOE Student













Temporary Full Time

Temporary Part Time

Summer Employee













Number Needed


Date Needed

Duration

Location












Addition to Staff
Reason for Addition






















Yes

No
New position to support Global Entelligence Prospecting function






















Replacement
For Whom





Title



Termination Date



















Yes

No























Requesting that position be upgraded




Relocation



Agency fee approved
























Yes

No


Yes

No

x
Yes

No


















Additional Comments



























POSITION SPECIFICATIONS
Provided an Enron Job Description has been completed and approved, it is not necessary to complete this section.

Since Enron has Titling Guidelines; the title may be revised.

Job Title





Purpose and function of position

















































Duties, tasks, or responsibilities



























Skills & educational requirements



























Approx. Yrs. of Experience



Supervisory responsibilities























Additional comments



























APPROVALS
Additions to staff, revised or upgraded positions and relocations require the approval of a Sr. Vice President.

Requested by




Date

Dept. Management



Date
















Sr. Vice President




Date

Human Resources



Date
















FOR HUMAN RESOURCES DEPARTMENT ONLY
Position Filled by






Title




















EEO Code



FLSA


Start date


Source

















Salary Grade



Min

Mid

Max

Salary Offer
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