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JOB REQUISITION FORM
	Date Completed:
	     

	Hiring Manager:
	     

	Hiring Manager’s Title:
	     

	Hiring Manager’s Direct Dial:
	     

	Hiring Manager’s Email:
	     

	Hiring Manager’s Assistant’s Name
	     

	Assistant’s Number:
	     

	

	POSITION SUMMARY

	Department Name
	     

	Department Structure (chain of command):
	     

	Title:
	     
	# of openings 
	     

	 FORMCHECKBOX 
  Corporate   or    FORMCHECKBOX 
  Division
	# of empl this Dept.: 
	     

	Name of division:  
	     

	Other departments in division:
	     

	
	     

	
	     

	
	     

	# of employees in division
	     

	Division revenues:
	     

	
	
	
	
	
	

	COMPANY SUMMARY

	

	Company Name:
	     
	Main #:
	     

	Mailing Address:
	     
	Suite
	     

	City:
	     
	State:
	GA
	Zip:
	     

	Physical Address:
	     
	Suite
	     

	City:
	     
	State:
	GA
	Zip:
	     

	Industry:
	     

	Revenues
	     

	HDQTRS Location:
	     

	Year End
	     
	
	Auditors
	     

	
	
	
	
	
	

	CONTACT INFORMATION

	
	
	
	
	
	

	1. The more information we have, the better we can refine our search, resulting in a shorter time to fill and a higher % of success.

	

	RESPONSIBILITIES AND % OF TIME SPENT ON EACH 

	

	     

	


	2. What are the experience level and skills necessary to succeed?

	

	TECHNICAL QUALIFICATIONS

	

	Minimum

	Education/Certification:
	     

	Years of Experience:
	     

	Public Accounting Experience:
	 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  No

	Consulting Experience
	 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  No

	     ( FORMCHECKBOX 
   Strategy    FORMCHECKBOX 
   Investment banking    FORMCHECKBOX 
   Valuation)

	Technical Experience:
	     

	Industry Experience:
	     

	System Experience:
	     

	Language Skills:
	     

	Misc.:
	     

	
	

	Preferred
	

	Education/Certification::
	     

	Years of Experience:
	     

	Public Accounting Experience:
	 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  No

	Consulting Experience
	 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  No

	     ( FORMCHECKBOX 
   Strategy    FORMCHECKBOX 
   Investment banking    FORMCHECKBOX 
   Valuation)

	Technical Experience:
	     

	Industry Experience:
	     

	System Experience:
	     

	Language Skills:
	     

	Misc.:
	     

	
	

	3. Please describe the corporate and department/division culture and what qualities a candidate should have to thrive in that culture:

	

	     

	

	4. Compensation Details

	

	COMPENSATION/BENEFITS

	

	Salary Range
	     
	Midpoint:
	     
	If Consulting:  Hourly Range:
	     
	OT:
	     

	Date of Merit Increase:
	     
	Date of Performance Review:
	     

	Bonus:
	     
	Pay date:
	     
	Stock Options:
	     
	Grant Date:
	     

	PTO/Vacation:
	     
	401-K Match:
	     
	Vesting Period:
	     

	Pension:
	     
	Vesting Period:
	     
	Other:
	     

	

	5. Knowing the hiring process, tempo and time between interviews allows us to pace the candidate and manage his or her expectations.

	

	PLEASE DESCRIBE THE HIRING PROCESS

	
	
	
	

	1st interview w/
	     
	Title:
	     

	Personality/Focus:
	     
	Testing:
	     

	2nd interview w/
	     
	Title:
	     

	3rd interview 
	     
	Title
	     

	Final interview:
	     

	Personality/Focus
	     

	Time between 1st & 2nd Intvw:
	     
	2nd & 3rd Intvw:
	     

	Who communicates the offer to us?
	     

	Who approves your decision?
	     

	Preferred start date:
	     
	

	
	
	
	


	URGENCY

	We are a niche business, and many of our clients often seek the same profile simultaneously.  Understanding where you are in the hiring process and the urgency of your need allows us to appropriately prioritize our time and effort.

	

	Why is this position open?
	     

	Incumbent’s name:
	     

	What would you add/subtract to incumbent or existing candidates?
	     

	Other firms working on position:
	1.       
	2.       
	3.       

	Have approval to pay fees?
	 FORMCHECKBOX 
   Yes

 FORMCHECKBOX 
   No

	
	

	Three qualities of the job and company the candidate will find attractive:

	1.  
	     

	2.  
	     

	3.  
	     

	

	6. The better we know you, the better we can match candidates to your needs.  Please provide a brief professional bio.

	

	HIRING MANAGER BIOGRAPHY:

	

	     

	
	
	
	

	7. Please provide three times you are available for candidate meetings.

	Date:
	Time:
	
	
	

	     
	     
	
	
	

	     
	     
	
	
	

	     
	     
	
	
	

	
	
	
	
	


