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	Job Title:
	

	Job Profile ID Number:
	

	National Occupational Code (NOC)

(Service Team Use Only):
	

	Number of Positions to Fill:
	

	Strong Internal Candidate

(if applicable):
	

	Target Start Date:
	

	Expected End Date:
	

	Full or Part-time:
	

	Appointment Type (see page 3):
	

	Hours per Week:
	

	Schedule of work:

(M, T, W, R, F)
	

	Start Time:
	

	Education (High School, BSc, MSc, PhD):
	

	Job Code (Family-Phase):
	

	Monthly/Hourly Salary:
	

	Date of award of doctorate (PDF’s only):
	

	Extended Benefits - single or family 

(PDF’s only):
	

	Accounting Information: 

(Fund-Dept- Project- Activity Code)
	

	Combo Code (Service Team Use Only):
	

	Space Requirements/Plans: 

(identify office, lab, etc. in place or required)
	

	Name or Position Number of Reporting Manager:
	

	Supervisor’s Name:
	

	Supervisor’s Signature:
	

	Resource Manager’s Name:
	Beverley Shevchenko

	Resource Manager’s Signature:
	

	Recruiter (Service Team Use Only):
	

	Hiring Manager(s) for Peopleclick:
	

	Date:
	

	Research Accounting Administrator:
	


Please return completed form to Bev. in ICT 602.
It is very important that all payroll information is submitted at least 2 weeks prior to the Human Resources payroll deadline.  (http://www.ucalgary.ca/hr/administrators/deadlines_schedules)

Appointment Type Details
Postdoctoral Fellowship

Completed a doctoral degree within 5 years.  Purpose is for further education and research training.  Salaries to postdoctoral fellows may be limited by the funding agency (e.g., NSERC limits support for a PDF to two years).
Support Staff (AUPE) and Management & Professional Staff (MaPS)
Regular
Employees who work year-round, with no set end date.  Funded through operating.
Limited Term
Employees working for a non-recurring appointment created through the use of one-time special funding whose terms of hire establish an anticipated date for termination. Appointments cannot be less than six (6) months or more than two (2) years.  Funded through operating.
Temporary Relief

Employees engaged to work for a period of not less than twenty (20) work days, and are replacing a Regular or Sessional employee on an approved leave and who is expected to return.  Funded through operating.
Temporary Short Term
Employees engaged to work on a regular schedule for a period of not less than twenty (20) consecutive work days and not more than six (6) consecutive months. An employee cannot be re-hired to another temporary appointment within the same department for one (1) year following the date of termination.  Funding through operating.
Fixed Term
Employees who work for a specified period of employment ranging from six (6) months to five (5) years dependent upon length of grant funding associated with the appointment.  Funded through research funds.
Fixed Short Term

Employees who work for a specified period of employment less than six (6) months and is dependent on length of grant funding associated with the appointment.  Funded through research funds.
Recurring Part Time - Hourly

Employees who are engaged to perform work on an irregular schedule. Such employees may work shifts up to the normal daily and weekly hours of work for their job family. (AUPE only)  May be funded through either operating or research funds.
Casual Job - Hourly

Employees engaged to work shifts of three (3) hours or more to: Replacement: i) Replace an Employee absent from work for a period of less than twenty (20) consecutive work days. Augmentation: ii) Augment the regular work force on no more than thirty (30) work days per calendar year. (AUPE only)  May be funded through either operating or research funds.  
Student Job - Hourly

Students whose position duties fall in phase 1 of a job family (AUPE only) and are engaged to perform variable work on an irregular schedule, not less than three (3) hours per shift and for not more than twenty two and one-half (22.5) hours per week., except during the summer months (May 1 to August 31) when they can work up to full time hours.  May be funded through either operating or research funds.
(Form Last Updated:  2010-08-12)

