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

	Company
	No.
	Department
	Payroll Location No.

	[bookmark: co]Enron North America
	[bookmark: no]413
	[bookmark: dept]Global EnTelligence
	[bookmark: ploc]2718



	Request for:

	

	
	[bookmark: rft]X
	Regular Full Time
	[bookmark: regpt][bookmark: regpt]
	Regular Part Time
	[bookmark: empat][bookmark: empat]
	Employment Agency Temp.
	[bookmark: voe][bookmark: voe]
	VOE Student

	
	
	
	
	
	
	
	
	

	
	[bookmark: tft][bookmark: tft]
	Temporary Full Time
	[bookmark: tpt][bookmark: tpt]
	Temporary Part Time
	[bookmark: sumem][bookmark: sumem]
	Summer Employee
	
	

	
	
	
	
	
	
	
	
	

	Number Needed
	Date Needed
	Duration
	Location

	[bookmark: numneeded]3
	[bookmark: dateneeded]Immediately
	[bookmark: duration]Permanent
	[bookmark: location]Houston Enron Building

	Addition to Staff	Reason for Addition

	
	

	
	[bookmark: addsaffy]X
	Yes
	[bookmark: addsaffn][bookmark: addsaffn]
	No
	[bookmark: reasonadd]New position to support Global Entelligence Prospecting function 

	
	
	
	
	
	

	Replacement	For Whom
	Title
	Termination Date

	
	
	
	

	
	[bookmark: reply][bookmark: reply]
	Yes
	[bookmark: repln]X
	No
	[bookmark: forwhom][bookmark: forwhom]
	[bookmark: title][bookmark: title]
	[bookmark: termidate][bookmark: termidate]

	
	
	
	
	
	
	
	

	Requesting that position be upgraded
	Relocation
	Agency fee approved
	

	
	
	
	

	
	
	[bookmark: posiupgrady][bookmark: posiupgrady]
	Yes
	[bookmark: posiupgradn]X
	No
	
	[bookmark: relocationy]X
	Yes
	[bookmark: relocationn][bookmark: relocationn]
	No
	
	[bookmark: agfeey]x
	Yes
	[bookmark: agfeen][bookmark: agfeen]
	No

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Additional Comments

	[bookmark: additcom1][bookmark: additcom1]



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

	[bookmark: jobtitle]Specialist
	[bookmark: purfunposit]Administer & maintain the data in the EnTelligence system

	Duties, tasks, or responsibilities

	[bookmark: dutiestasks]Looking for a highly motivated, organized person to join a newly formed team who will interface with the commercial organization to support their use of the new EnTelligence system for customer prospecting.  Current responsibilites will be to analyze and validate the source data by conducting reasonability tests and checking the internet or by calling the company directly.  Provide quick, accurate and reliable results and feel comfortable interacting with various commercial departments within ENA for their reporting needs.  Will routinely accept special requests for information from commercial traders.  Must be adept at collecting data using query tools or other external market information.  Ability to analyze data and identify trends is required.  This is a job with challenge, requiring an eye for detail but has a lot of scope as this department will rapidly grow.

	Skills & educational requirements

	[bookmark: skillsreq]Must not be afraid of using a computer and telephone! Computer applications will include Excel, in-house intranet, internet system, Access, and other SQL query tools. Familarity of ENA departments (gas, power, financial, liquids, etc.) a definite asset, as well as a bachelor’s degree.

	Approx. Yrs. of Experience
	Supervisory responsibilities

	[bookmark: yrsexp]3 years or more
	[bookmark: suprvresp][bookmark: suprvresp]

	Additional comments

	[bookmark: additcom2][bookmark: additcom2]



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

	Requested by
	Date
	Dept. Management
	Date

	Avril Forster
	April 25/00
	Mary Solmonson
	

	Sr. Vice President
	Date
	Human Resources
	Date

	Sally Beck
	
	
	



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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