
 
Create Position Form

Version 3
 

The Create Position Form is used to request approval for a new position in a 
department. The Create Position Form is completed by the Department 
Manager in consultation with the Compensation Office of the Department of 
Human Resources. A completed Role Description Form must be attached. 
 
Select any section header to link to online instructions.

 

Position Number  
(will be completed by Position Administrator in HRSC)

Job Code (six-digit number):  
(will be completed by Position Administrator in HRSC)

I. Position Information

Effective Date (mm/dd/yyyy): 

Reason for the Action:  

If temporary position, indicate inactive date (mm/dd/yyyy): 

Department Number (6-digits):  

Location (building and room number): 

Job Title: Job Family: 

This position will report to:  
(indicate the position number of the person to whom this new position will report) 

When recruiting (select all that apply):
Recruit at grade Recruit at multiple grade levels Ungraded

Pay Group: Employee Type Grade/Band MRP 

Hire Salary Range: $  to $  per 

Months per Year: Weeks per Year: Hours per Week: 
Work Schedule:   

Hours (i.e. 9-5, 1-8):  

Days (i.e. M-F): 

Full-time position 
Part-time Position

 

Maximum Headcount: 
Union Code: FTE(s)  

(will be completed by Position Administrator in HRSC)
II. Budget Distribution of Compensation

 Dept. ID Fund Fund Source Account SEQ # Budget 
Amount

* % Funded ** From ** To 

1

2

3

4

http://www.bc.edu/offices/hr/meta-elements/pdf/forms/role_description_form.pdf
http://www.bc.edu/offices/hr/resources/forms/createposition/#position
http://www.bc.edu/offices/hr/resources/forms/createposition/#budget


5

6

* Percentage(s) (%) of compensation funded by the Account(s) (must total 100%) 
** (mm/dd/yyyy) 

III. Comments

IV. Authorizing Signatures
Department Contact (please type name and extension of person who completed this form) 

Name:  

Ext.: 

Print form now and route to applicable department(s) for signature.

 Print Name: Ext.: Signature: Date:
 
Dept/Dean:

 
____________________

 
_________

 
____________________

 
_________

 
Academic VP:

 
____________________

 
_________

 
____________________

 
_________

 
Executive VP:

 
____________________

 
_________

 
____________________

 
_________

HRSC 
Position 
Administrator:

 
____________________

 
_________

 
____________________

 
_________

 
Restricted 
Budgetary 
Area:

 
____________________

 
_________

 
____________________

 
_________

 
Other:

 
____________________

 
_________

 
____________________

 
_________

VI. Processing
Processed in HRSC by: 
 
_______________________ Date ________
 

Important! Please keep a copy for your records.
 

http://www.bc.edu/offices/hr/resources/forms/createposition/#comments
http://www.bc.edu/offices/hr/resources/forms/createposition/#signatures
http://www.bc.edu/offices/hr/resources/forms/createposition/#instructions
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