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TEMPORARY SERVICES REQUISITION
ARIZONA DEPARTMENT OF ADMINISTRATION

HUMAN RESOURCES DIVISION

100 N. 15th Ave. Suite 103
PHOENIX, ARIZONA 85007

(602) 542-0235
Instructions:  
· Please complete the following information and return to your agency Personnel Office.
· Agency Personnel Offices e-mail approved forms to Temporary.Services@azdoa.gov.

	Date:
	Position #:      

(This must include a "Z" in the third place of the position number.  Submit a CC Express to establish an underfill if you do not have a "Z" position.)

	Agency:

	Division:
	Unit:

	Hiring Supervisor:
	Personnel Liaison: 

	Phone:  
	E-Mail: 
	Phone: 
	E-Mail: 

	Location: 
City:       
	Personnel / Payroll Location: 
City:       

	Start Date:             End Date:      
(Please allow at least 3 working days between submitting this form to the agency personnel office and expecting a Temporary Employee to begin an assignment.  Temporary assignments may not exceed 6 months.  If you do not enter an exact end date, a Temporary Employee may give a three day resignation notice at any time.)
	Work Schedule:        
(Example: M-F, 8-5 or M-F, 8-noon)

	Does the position require any of the following?
 FORMCHECKBOX 
 Background Investigation (Conducted by Agency)         
 FORMCHECKBOX 
 Valid AZ Driver’s License          
 FORMCHECKBOX 
 Driving Record Check     

 FORMCHECKBOX 
 Physical (Essential Functions Worksheet completed by Supervisor and provided to OHS)            
 FORMCHECKBOX 
 Moving around              
 FORMCHECKBOX 
 Standing (approximate time:      )     
	 FORMCHECKBOX 
 Bending      

 FORMCHECKBOX 
 Sitting (approximate time:      )     
 FORMCHECKBOX 
 Work that changes frequently                     

 FORMCHECKBOX 
 Lifting (approximate weight required to lift:     lbs.)         
 FORMCHECKBOX 
 Heavy work load / high production pressure



· All positions are now identified as Clerical Pool – Job Code:  ACV31274.

· Select the duties, knowledge, skills, and abilities (KSAs) that best meet your requirements for this position.

· You may select any salary within the range listed on the next page.  Please note:  For positions requiring a more comprehensive skill set, a higher salary is appropriate.  Also, please be aware of any salary parity issues within your department when selecting a salary rate.
	Clerical Pool  - Job Code:  ACV31274    Salary Range:  $9.6304 - $11.4608
                            Salary Offered is:   $                     .                        


	Work Environment
(Check all that apply)

 FORMCHECKBOX 
 Mail Room          
 FORMCHECKBOX 
 Back Office          
 FORMCHECKBOX 
 Warehouse          
 FORMCHECKBOX 
 File Room           
 FORMCHECKBOX 
 Office    
 FORMCHECKBOX 
 Front Desk          
 FORMCHECKBOX 
 Other:      

	Duties (Check all that apply)

 FORMCHECKBOX 
 Moving, packing, and/or lifting           boxes and/or materials           
 FORMCHECKBOX 
 Sorting               
 FORMCHECKBOX 
 Assembling                
 FORMCHECKBOX 
 Driving          

 FORMCHECKBOX 
 Filing               
 FORMCHECKBOX 
 Copying                
 FORMCHECKBOX 
 Faxing         
 FORMCHECKBOX 
 Scanning                
 FORMCHECKBOX 
 Answering multi-line phone   
 FORMCHECKBOX 
 Cashiering         
 FORMCHECKBOX 
 Typing (WPM:   )         
 FORMCHECKBOX 
 Date Entry (KPM:    )        
 FORMCHECKBOX 
 Calendaring               

 FORMCHECKBOX 
 E-mail  

 FORMCHECKBOX 
 Making travel arrangements          

 FORMCHECKBOX 
 Composing correspondence       

 FORMCHECKBOX 
 Spreadsheets                 

 FORMCHECKBOX 
 Research              

 FORMCHECKBOX 
 Ordering office supplies          

 FORMCHECKBOX 
 Expenditure tracking               

 FORMCHECKBOX 
 Report creation               

 FORMCHECKBOX 
 Data analysis              

 FORMCHECKBOX 
 Applying rules and regulations, guidelines, procedures or precedents to varying situations       

 FORMCHECKBOX 
 Other:      

	Required knowledge, skills, and abilities 
(Check all that apply)

 FORMCHECKBOX 
 Able to understand verbal and written directions      
 FORMCHECKBOX 
 Communication              
 FORMCHECKBOX 
 Multitasking              

 FORMCHECKBOX 
 Customer Service               

 FORMCHECKBOX 
 Attention to Detail                

 FORMCHECKBOX 
 Organization           

 FORMCHECKBOX 
 Cash Handling              

 FORMCHECKBOX 
 Word processor            
 FORMCHECKBOX 
 10-key by touch 
 FORMCHECKBOX 
 General Math             

 FORMCHECKBOX 
 Spreadsheet/database software               

 FORMCHECKBOX 
 Able to work with little supervision          

 FORMCHECKBOX 
 Other:      



	Employee Name:      
	EIN#      
	Transfer from:      

	Assignment Start Date:      
	Ending Date:      
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