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	HIRING AUTHORITY INFORMATION

	Department
	

	Contact Person 
	

	Extension
	

	Email
	

	JOB INFORMATION

	Duties


	

	
	

	
	

	
	

	Requirements


	

	
	

	
	

	
	

	Length of Assignment / Hours per week
	

	Hourly Rate
	Min:                                 Max:

	Skills Desired:

☼ Microsoft Word             ☼  Bookkeeping         ☼  Client Service

☼ Microsoft Access          ☼  Data Entry             ☼  Calendaring/Scheduling

☼ Microsoft Excel             ☼  WordPerfect          ☼  Email

Additional skills:




Complete this form and fax to extension 1532.  For additional information or questions, contact Carmen Santiago at extension 5502 or Irma Mendoza at extension 5500.

TEMPORARY JOB ORDER





     (To be used for requesting Type 4 candidates)











