
          
 

                                                                          City of Mandan 
                                                                 Job Requisition Form                          

                                                                                             HR May 2014  

                          
Date:                                                                                    Job Title:                                                       Start Date:     
 
 
 
Supervisor:                                             Department:                                   Grade:                           Salary Range: 
 
 
Circle Applicable:           Full-time    Part-Time    Seasonal   Temporary    Exempt    Non-Exempt 
 
 
Circle One:                  Existing  Position                                 New Position                                 Attach Job Description 
 
                                                                                                Advertising Plan 
                                                                                                   
Internal Posting(s) 
E-Mail  To All Employees                          Y       N                           Post Date_____________ End Date____________ 
City Web Site                                              Y       N                           Post Date_____________ End Date____________ 
 
Newspaper(s) 
Mandan News /Finder                              Y        N                           Post Date_____________ End Date____________   
Bismarck Tribune/Online                          Y       N                           Post Date_____________  End Date____________ 
Job Service                                                   Y       N                           Post Date_____________  End Date____________ 
 
Review  screening questions  with ___________________________ 
 
Advertising Plan 
Estimated (7) day costs:                                 
Bismarck Tribune, online, Mandan Finder & Mandan News - $675.49   
Mandan News & Finder $120.00  
Other:_________________________ 
 
                                                                                                     Approvals                                                                       
Supervisor Signature:                                                                                              Date: 
 
 
Department Head Signature:                                                                                Date: 
 
 
Finance Director  Signature:                                                                                  Date: 
 
 
City Administrator Signature:                                                                                Date: 
 
 

 
 


