	POSITION AUTHORISATION
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This form is used to authorise a new or existing position.  The recommendation and approval of positions is set out in Policy 5.30.2 Approval of Staff Appointments.  Send the completed form to the relevant Human Resources team for processing. Position Titles can be found in the UQ Career Streams.  
POSITION DETAIL
	Comments/Justification (attach on separate page if insufficient space):      

	Is this a new or existing position?
	     
	Previous Incumbent  (if known)
	     

	Position Title (Generic) As listed in the UQ Career Streams:
	     

	Position Title (Local) 
	     
	Position No:
	     

	Position Reports to (Person): 
	     
	Reports to Position No:
	     

	Functional Reports to (Person):
	     
	Functional Reports To Position No:
	     

	Organisation Unit Name:
	     
	Org Unit No:
	     

	Position Salary Classification:
	     
	Hours per Week:
	     

	Is this position suitable for job share?  
	 FORMCHECKBOX 
 Yes          FORMCHECKBOX 
  No
	Has the Position been classified?  Yes/No
	     

	Is a Blue card required?  
	 FORMCHECKBOX 
 Yes          FORMCHECKBOX 
  No
	
	

	Is An Electrical licence required? 
	 FORMCHECKBOX 
 Yes          FORMCHECKBOX 
  No
	Classification Date:
	     

	Is The Position 
	 FORMCHECKBOX 
 Teaching Only       FORMCHECKBOX 
  Teaching and Research      FORMCHECKBOX 
  Research Only      FORMCHECKBOX 
  Other


	POSITION TYPE
Continuing
	 FORMCHECKBOX 

	Fixed Term
	 FORMCHECKBOX 

	If Fixed Term, enter expiry date:
	     /     /     


POSITION MANAGEMENT CONSIDERATIONS
	Will this position be:
	
	Attendance Type:
	
	Campus Location/s:

	Abolished on Vacancy
	 FORMCHECKBOX 

	
	Full -Time
	 FORMCHECKBOX 

	
	1
	     

	Filled on Actual Basis
	 FORMCHECKBOX 

	
	Part-Time
	 FORMCHECKBOX 

	
	2
	     

	Reviewed on Vacancy
	 FORMCHECKBOX 

	
	
	
	3
	     


	JOB TYPE
Academic
	 FORMCHECKBOX 

	Information Tech
	 FORMCHECKBOX 

	Scientific
	 FORMCHECKBOX 


	Admin & Clerical
	 FORMCHECKBOX 

	Kitchen Attendant
	 FORMCHECKBOX 

	Security
	 FORMCHECKBOX 


	Attendant
	 FORMCHECKBOX 

	Language Instructor
	 FORMCHECKBOX 

	Senior Admin (HEW 10)
	 FORMCHECKBOX 


	Cleaner
	 FORMCHECKBOX 

	Library
	 FORMCHECKBOX 

	Senior Exec-VC/DVC/Exec Dean
	 FORMCHECKBOX 


	Cook
	 FORMCHECKBOX 

	marketing
	 FORMCHECKBOX 

	Student Administration
	 FORMCHECKBOX 


	Finance
	 FORMCHECKBOX 

	Non-University
	 FORMCHECKBOX 

	Personal Support/Reception
	 FORMCHECKBOX 


	Food & Beverage
	 FORMCHECKBOX 

	Professional
	 FORMCHECKBOX 

	Technical
	 FORMCHECKBOX 


	Gardener/Grounds/Farms
	 FORMCHECKBOX 

	Research (Academic)
	 FORMCHECKBOX 

	Trades
	 FORMCHECKBOX 


	Human Resources
	 FORMCHECKBOX 

	Research (General)
	 FORMCHECKBOX 

	
	


Costing Details

	% of Salary
	Costing Details
	Chief Investigator

(Research Only)
	Initials

	
	Op Unit & Site
	Fund & Function
	Project

(optional)
	Free Format Tag

(optional)
	
	

	     
	     
	     
	     
	     
	     
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	     
	     
	     
	     
	     
	     
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	     
	     
	     
	     
	     
	     
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


RECOMMENDED BY
	Name
	Position Title
	Signature
	Date

	     
	     
	
	     /     /     


APPROVED BY

	Name
	Position Title
	Signature
	Date

	     
	     
	
	     /     /     


August 2010

