
· Initial Request
· Extension Request

Request for Direct Hire
	Direct Hire Information

	Class Title:

1 Per Class of Request.
	Class Code:

	Number of Active Positions:

	Number of Vacancies to be filled:
	Number of Position to be filled:

	Actual Turnover Rate
	
	What is the major reason for your Turnover:

	
	Examples:

· Salary

· Promotion
· Retirement
	· Better Job In Industry
· Personal



	Proposed Recruitment timeframe:

	How many positions to fill this Quarter.________
	When:______________________________

	1. Please provide Recruitment Activity Conducted to date.

· Internet posting
· Job Fairs
· Newspaper

· College Campus Recruiting
· Other

	2. Please list major factors of why a normal recruitment process does not work for this class:



	3. Do you post job openings internally for advancement? (Career Progression)

	4. What kind of results did you obtain?





[image: image1]
Requester Signature






Title

ARIZONA DEPARTMENT OF ADMINISTRATION
HUMAN RESOURCES DIVISION

	Direct Hire Statistics

	

	Agency:
	Division:

	Class Title:
	Class Code:

	Beginning Date:
	Ending Date:

	Vacancies:

Beginning of the Quarter
	End of the Quarter

	
	

	Total Time to Fill:

(Date of Vacancy to Date of Hire equals “Time to Fill”)

	

	Total Number of Candidates Considered:__________________________________

	Breakdown of Vacancies Considered

	Ethnicity
	Male
	Female

	White
	
	

	Black
	
	

	Asian
	
	

	Native American
	
	

	Hispanic
	
	

	Other
	
	

	Total Number of Candidates Interviewed:__________________________________

	Breakdown of Vacancies Interviewed

	Ethnicity
	Male
	Female

	White
	
	

	Black
	
	

	Asian
	
	

	Native American
	
	

	Hispanic
	
	

	Other
	
	

	Total Number of Vacancies Filled:________________________________________

	Breakdown of Vacancies Filled

	Ethnicity
	Male
	Female

	White
	
	

	Black
	
	

	Asian
	
	

	Native American
	
	

	Hispanic
	
	

	Other
	
	

	

	

	Direct Hire Report is due to the ADOA/HR/Employment Unit no later than 20 days after the date of Quarter

	If you are requesting an extension, please adjust Quarter ending date, complete this form, and attach to the request for extension 

	Quarters end March 31, June 30, September 30, and December 31





ARIZONA DEPARTMENT OF ADMINISTRATION


HUMAN RESOURCES DIVISION








Once completed please forward to: DIRECTHIRE@azdoa.gov  OR; you may send a hard copy to:


ADOA / HR / Staffing & Recruitment Unit 100 N. 15TH Ave. #103 Phoenix, Arizona 85007 Attn: BCJ/Statistics











