


Department Logo


Date: 

To: Erin M. Dugan, Ph.D.
Dean, School of Allied Health Professions

From: [Department Head]

Subject: Justification for a [Unclassified Staff]


The [Dept name] requests approval for a [position type and rank/title] to become effective on [ideal start date or range]. 

The hire will be responsible for 

[explanation of duties (can be used for position summary in PD)]


Compensation proposed is a total annual base salary of [$est. compensation request or est. range]. Position will be funded 100% from Chart string: [enter full chart string information].

See page 2 for position details. Thank you for your time and consideration.




_______________________________________________
Department Head Name
Title
Department



_______________________________________________
Erin Dugan, PhD, LPC-S
Dean & Professor
LSUHSC School of Allied Health Professions					


 








Request for an Unclassified Staff Position



Unclassified Position Request: (FILL IN EACH BULLET BELOW)

· Justification of Need (short description for position request in pageup, that central admin will see)
· Position Summary: (this will show on the advertisement link)
· New, Replacement, other? 
· Functional Title
· # of Direct Reports
· Reports to 
· FTE


Minimum Qualifications
· *Required Education
· If Other Required Education, please specify
· *Discipline(s)
· *Certifications/Licenses Required
· *Indicate the minimum number of years required to perform the job.
· *Indicate the type of experience required to perform the job.
· Substitution
· *Required Knowledge, Skills & Abilities
· If you’d like to list preferred qualifications or KSA’s you may also provide preferred qualifications

Job Duties & Responsibilities
· List out duties and responsibilities for this PD along with the percentage of effort for each duty.
·  Maximum for one duty is 40%. 



_______________________________________________
Department Head Name
Title
Department


