Departmental Extra Help Position 

Request Form
Semester: Fall/Spring   Year______
Department:_______________________________________   Date:_______

Supervisor of Extra Help worker:___________________________________________

Extra Help Job Description:

______________________________________

Signature of Requesting party

______________________________________

Signature of Area Administrator/Division Chair

______________________________________                  ________________________

President




          

 Date received

This form should be turned in at least two weeks before the beginning of each semester.  The earlier the job is posted the more students/workers will be available for selection. Jobs will be posted on campus bulletin boards with the primary record of jobs in the Human Resource manager’s office.  Students/workers will be directed to the supervisor of the work study position to arrange an interview session.  Once the supervisor of the extra help position has selected the individual for the job, they should notify Human Resources of the selection so the student/worker can complete appropriate paper work with Human Resources and Payroll.
*It is the supervisor of the extra help position responsibility to fully explain duties and work schedule expectations to the extra help student/worker.  The supervisor of the extra help student/worker is also responsible for assisting in keeping accurate time sheets and assuring that time sheets are turned in on time each pay period.

