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DEPARTMENT OF HUMAN RESOURCES 

Job Requisition Form

Today’s Date 

Job Title of New/Vacant Position 

Department 

Hiring Manager 

Position  Classification Full-time Exempt Salaried 

Part-time Non-exempt (hourly) Hourly 

Reason for 
Recruitment 
(New or updated job 
descriptions must be 
attached for all 
positions.) 

Replacement Position Union 

Reallocated Position 
(reallocation of vacant, budgeted position within department) 

Agency 

Budgeted New Position Other (specify):  Ex: 

Contract, 
Temporary, 
Seasonal. 

Non-budgeted New Position 

Name of person being 
replaced: 

Title of current 
vacant position: 

Current pay grade/range: Recommended 
pay grade/range: 

Have the duties of the position changed (If yes, 
provide details in position justification section 
below) 

____  Yes 

____  No 

Requested Start 
Date of: 

Position Justification: 
Rationale:  Indicate what changes were made to the job description. 

 Check if justification is attached separately. 

Approvals Signatures Date 

Hiring Manager 

Department Head 

Finance 

Town Administrator 

All signatures must be in place before forwarding to HR (over)

TOWN OF MILFORD 

Start AD:     ___________ End AD: _______________
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Please return to Human Resources once completed 

Approval to Job Offer (This section to be completed by HR Only) 

Special HR 
Advertising 
Request: 
(check all that 
apply) 

Internet 
___Internet Advertising ___ Internet Search   ____ No Internet

Town 
___ Distributed to Department Post 
___ 

Town Website 

Newspaper 
___ Union Leader    ___ Nashua Telegraph    ___ Cabinet     ___ Other 

Other locations ___ NHMA 
___ 
___ LaborNet 

FOR HR USE ONLY 

Date Position Posted:_____________________________________________________________ 

Date Position Filled: ______________________________________________________________ 

Recruitment Source(s): ____________________________________________________________ 

Schools - Handshake

Other Associations

Front Case-Town Hall

Where is the ad customarily posted:
  Town Depts
  Facebook pages           
    Auburn NH Community Group
    NH Job Board
    Merrimack Forum
    Amherst NH 
    New Boston NH & Surrounding Towns
    Hollis-Brookline Community
    Milford NH Residents
    Milford NH Sunview/Hilton
  NHMA
  NHLabornet (HR Group)
  ANPHERA (HR Group)
 LinkedIn

Other Resource:
_____________________________

  Schools:
• Amherst College
• Boston University
• Brown University
• Colby College
• Framingham State Univ
• Merrimack College
• Norwich University
• New England College
• Salem State University
• Saint Anselm College
• The University of Rhode Island
• Tufts University
• University of New Hampshire
• University of Massachusetts

Boston
• University of Vermont
• Westfield State University

  Automated Free Website:
• Indeed
• Adzuna
• AppCast
• CareerCentric Organic (US Only)
• CareerJet
• Facebook Job Boards
• Glassdoor.com
• Job Inventory
• JobBoost
• Jobbydoo
• JobCase
• JobisJob
• Jooble
• JuJu.com (USA only)
• LinkedIn Organic
• LinkUp
• Monster Controlled (USA Only)
• My Job Helper
• Neuvoo
• Oodle.com
• Recruit.net
• SimplyHired
• Trovit
• US Jobs
• ZipRecruiter Organic
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