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      Manpower Requisition Form

	
	PRF No. c/o SHR
	

	POSITION 

	DATE REQUESTED

	TARGET HIRING DATE 


	GROUP / DEPARTMENT / UNIT



	BRIEF JOB DESCRIPTION

· 
	CAREER LEVEL


	BAND LEVEL



	
	JOB STATUS (*Indicate period of employment)

 Permanent

 FORMCHECKBOX 
 Probationary

 FORMCHECKBOX 
 Project* ___________________________

 FORMCHECKBOX 
 Other* _____________________

	EDUCATIONAL BACKGROUND
  A degree in Library Science, Archives, Paper Conservation, Art Conservation, Materials Conservation or a related field, with a specialization in paper conservation.



	TECHNICAL KNOWLEDGE / SPECIAL TRAINING OR WORK EXPERIENCE
  



	REQUIRED CERTIFICATIONS (if applicable)

	NATURE OF REQUEST
            FORMCHECKBOX 
 Replacement of 
            Addition to unit’s headcount

                        Reason : 


	              Within budget                   
              FORMCHECKBOX 
 Not within budget               


	REQUESTED BY:
Unit Head                                                                                                              
	Date 

	ENDORSED BY:

Group Head                                                                                                            
	Date

	BUDGET CERTIFIED BY:                                                                    

ALBERTO M. DE LARRAZABAL
Chief Finance Officer                                                                                             
	Date

	REVIEWED BY:                                                                               
FRANCISCO ROMERO MILÁN
Strategic Human Resources                                                                  
	Date   

	APPROVED BY: (for regular employees only)                               

CEZAR P. CONSING 
President & CEO                                                                                              
	Date

	Strategic HR Processing

	Position Filled-Up By:
	Date Hired / Date Transferred


SHR-PRF-03/2015

