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Supplemental Request to 
Fill or Change a Position

Supplemental Request to Fill or Change a Position

Hiring Department – Please complete this portion & send to Manager’s Office
NOTE:  Please do not enter job requisition into Lawson until City Manager’s Approval is received.
*For exceptions, see back side of form

	Position Number:  
	Position Status:


	Position Title:

	Department:
	Division:



	Date Position Vacated:


	Request to Fill Date:



	Operational impact if position is left vacant/what alternatives to filling the position have been explored?:




	Department Director:

	Date:

	Comments or Conditions:




Manager’s Office – Please complete this portion 
	City Manager


	Date



	 FORMCHECKBOX 


 FORMCHECKBOX 

Approved


 FORMCHECKBOX 

Denied

	Comments or Conditions:



	Notification sent to Hiring Department regarding status:

	By:
	Date:


	 FORMCHECKBOX 

Completed form sent to HRRM 

	 FORMCHECKBOX 

Copy sent to Hiring Department


PROCESS:

Supplemental Request to Fill a Vacant Position Procedure:

1. Need to fill a position is identified.

2. The Department Administrative Assistant fills out top portion of Supplemental Request form.

3. Director signs and form is scanned/faxed or delivered to the City Manager’s Office

4. Form is reviewed by City Manager and/or Deputy City Manager

5. If approved, approval email is sent to Hiring Department and HR with approved form.

6. If approved, Job Requisition entered into Lawson for posting.

7. If denied, this is communicated to Hiring Department & HR.

EXCEPTIONS:

Short Term temporary status

Long Term temporary status

All Eaglecrest Positions

All Docks & Harbors Positions

All Airport Positions

Vacancies in the following positions:

Police Officer
Public Safety Dispatcher

Firefighter/EMT

Transit Operator

Form and Process Revised 8/01/2014; 10/15/14; 11/07/14
Form and Process Revised 8/01/2014; 10/15/14

