
REQUEST TO HIRE PARK DISTRICT POSITION (not TAP) 
Revised 12/05/19 AL

NOTE: You must have an existing position control number (PCN); and your budget must support your request.  
Please allow at least two weeks to receive a newly requested PCN.

Requested by: Date requested:

Your e-mail address: Your contact number:
Spanish (required) - Auth. 
form required

Spanish 1 (spoken 
only)
Spanish 2 (speak & 
write)

Position requested to fill: Position work location:

Check all boxes that apply. (hiring manager responsible for requesting/setting up items below)

 

Needs e-mail

 

Needs cell phone

 

Needs business cards

 

Needs p-card

 

Needs office furniture

 

Needs desk phone

 

Needs computer access

List of computer programs needed

 

Other

Other items needed that are not listed above

Standard Uniform Issue (For MOU approved positions only): 
  
Full-time staff receive 4 shirts, 4 pants and/or shorts, jacket, belt and nameplate (cost approx. $700). 
  
Part-time staff receive 2 shirts, 2 pants and/or shorts, jacket, belt and nameplate.

Select the item(s) you prefer for your employee.

Shirt style: Hat style:

 

Jacket

 

Belt

 

Pant/Shorts

 

Name Plate

 

Other

List of other uniform items:

initiator:lobroderick@rivco.org;wfState:distributed;wfType:email;workflowId:00106b2961c03946be9b5ebc0343c909



Keys:

 

Keys needed

 

I already have keys for this employee

 

This position does not need keys

The following keys are needed:

Position Information:

Job Type: Regular (permanent)

Job Hours: Full-time (40 hours/week)
Part-time (20-29 hours/week)
Part-time (30-39 hours/week)

Days Off: Work Hours:

Work schedule type: Requested start date: 
(this is not guaranteed)

Max step willing to offer candidate:

Can the classification be filled at a lower 
level (under-filled?)

Check all that are required for this position:

 

Class C 
Drivers 
License

 

A or B 
Commercial 
License

 

Aquatic Facility and/or 
Pool Operator

 

Playground 
Inspector

 

Not Listed
Other

 

QAC/QAL (pesticide)

 

Water Distribution Cert.

 

Water Treatment Operator

 

Waste Water Cert.

Interview:

Interviewer(s) (if other than hiring mgr.)

Preferred Number of Applicants to 
interview, or ALL Qualified. (The actual 
number of applicants will be determined 
based on the applicant pool)

Preferred Interview List Type: Name of Applicants you hope to see on the list:

Expenses:

 

Advertise?

Budgeted Amount, $0 for free ads. Account #

Fund to Charge Type of Advertisement; Job Board(s)/Media:



Position Details:

POSITION DUTIES. Describe the duties, 
responsibilities, or type of work for the 
position.assignment. (Not the generic 
job classification.) 

PREFERRED Knowledge, Skills & 
Abilities (KSA's), not required to qualify 
for the classification, yet believed to 
shorten training and instruction time on 
the job (e.g., specific experience, 
professional license, hardware/software, 
technical skills, lead/supervisory skills, 
etc.) If multiple, rank high to low.

IMPORTANT Knowledge Skills & 
Abilities (KSA's), not required to qualify 
for the classification, yet thought to 
ensure candidate success, (e.g., 
(education, professional license, related 
experience, hardware/sofware, technical 
skills, lead/supervisory skills.) 

ESSENTIAL Physical Abilities 
necessary to perform of the job. 
Examples: lifting and carrying 
equipment; standing, walking 
bending, movement/manipulation 
of objects/equip., etc. Include the 
frequency performed, (daily, 
monthly, etc.) 

Physical Exposures such 
as heat, smells, animals, 
etc., the employee will 
encounter while performing the duties of 
the job. If none, please put N/A.

Other information you need the recruiter 
to know.
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