
NORTHERN ARIZONA UNIVERSITY 
NEW POSITION PROPOSAL 

(This form must be submitted with a Requisition Form) 
 
 
Proposed Job Title:        

Department Name:       College:       

Position is Safety/Security Sensitive  Yes   No (must check one) See NAU Policy #1.085 

Funding Source:       Area/Orgn:       
Area/Orgn:       

FTE:       

Describe Funding Source:       

Position Implementation Date:        

Primary function/purpose of Position:        
 
 
 
 
 
 

Primary Duties and Responsibilities 
(Please define the essential functions of this position.  Attach a completed job description indicating all 
the information you would like on the posting and your completed Personnel Requisition.) 

% of Time 
Spent on 

Each Duty  
      
 

      
 

      
 

      

            
 

            
 

      
 

      

            
 

            
 

            
 

      
 

      
 

            
 

 
 
 
Minimum amount and kind of education required to perform these duties, if any:       
 
Minimum amount of experience (years and kind) required to perform these duties (in addition to 
education required above):       
 
 
 
 

 



-2- 
 
 

Licenses, certification or registration required, if any:       
 
Does the position supervise anyone?  If so, list name(s) and title(s):       
 
 
Justification of need for position (i.e., why is the new position needed?):       
 
 
Is anyone currently performing these or similar duties:       
 
Supervisor's name:       Supervisor's signature: 
                                                      (Please print)  
Campus phone #:       Date:       

Department head:       Signature:  
                                                      (Please print)  

 
 
 
 

DO NOT WRITE BELOW THIS LINE 
------------------------------------------------------------------------------------------------------------------------------------------- 
 

POSITION CLASSIFICATION: 
 
 Position Title:      Job Code:   
 
 Department:      Pay Grade:   
 
        Minimum 
 College (other):      Hire Rate:   
 
 Human Resources Approval:     Date:    
 
 Vice President Approval:     Date:    
 
BUDGET IMPLEMENTATION: 
  
 Area/Orgn:  Pos. #:   FTE:  State             % 
 
 Acct. Name:       Local             % 
 
 Budgeted effective date:      Grant             % 
 
 NAU Budget Office Approval:     Date:    
 
 

Rev. 9/96 
 

    
 


