University of California, San Francisco

QUICK HIRE FORM

NOTE:  This form is intended for use on hiring all Limited Career or Per Diem positions when recruitment is not necessary.

INSTRUCTIONS:  Please fill in the boxes below with the necessary information to complete this form.  Upon completion, please attach the form 
to the hiring packet.  All forms should be forwarded to:


Department of Epidemiology and Biostatistics - - HUMAN RESOURCES OFFICE


MU-420 West , 500 Parnassus Ave, San Fransciso, CA 94143


Fax: 476-6014

	Name of Appointee


	Title of Limited Career Position

	Account to Charge


	Percent Time


	Monthly Rate


	Start Date


	End Date (if Necessary)




SUMMARY OF JOB DUTIES

EMPLOYEE:  

Signature: 








 Date:   






Department:








Phone No.:




SUPERVISOR:  

Name








Signature:   






Department:








Phone No.:




CHECK IF APPLICABLE:

1)
a.
Special Certificates or Licenses:



DATE RECEIVED:  



EXPIRATION DATE:  



b.
Physical Required:
Yes
(
No
(
2.
If any of the boxes below are checked, please contact  your designated Personnel Analyst, who will 
advise you.


(
Sensitive Position
(
Conviction Record

(
Relatives Employed in Same Department
No prior approval is needed from the Staffing and Compensation Division of Human Resources for this appointment.  As with all hires, affirmative action goals should be considered and all non-discriminations regulations apply.  Departments will be responsible for checking references and ensuring candidate meets University criteria and/or minimum qualifications for the position.  Candidates selected under this process will be expected to compete and qualify for all career positions of interest.  The Department is also responsible for the appropriateness of the classification and starting salary.

Human Resources Manager’s Approval



Date
