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	Job Request Cover Sheet


Please ensure that all information requested on the attached form is completed.  The complete form (before signature) should be routed through the Office of Human Capital (OHC), Position Management & Classification  (PM&C) point of contact listed below, including all of the associated documentation.  Once PM&C assures that the form is accurate and complete, it should be forwarded to the Selecting Official for signature, and scanned and returned to the PM&C POC within 48 hours of receipt.  The Program Office should keep a signed hard copy in its files to be presented on demand.

	Processing Status

	Cover Sheet # 
	[bookmark: Text29][bookmark: _GoBack]     

	JRCS Developer  
	     

	PM&C POC  
	[bookmark: Text18]     

	Program Office POC 
	[bookmark: Text33]     

	Action   

	[bookmark: Check3]|_| Submitting to PM&C for initial review
	Date
	[bookmark: Text35]     

	[bookmark: Text38]|_| Returning to       for revision
	Date 
	     

	|_| Forwarding to Program Office for courtesy review
	Date 
	     

	|_| Returning to PM&C for final edits and approval 
	Date 
	     

	[bookmark: Text39]|_| Approved by PM&C:      
	Date
	     

	[bookmark: Text40]|_| Approved by Program Office:      
	Date
	     

	[bookmark: Text37]|_| Other (please explain)      
	Date
	     

	Notes
[bookmark: Text19]     





	Position Information

	Cover Sheet #
	[bookmark: Text20]     
	Date Submitted
	[bookmark: Text27]     

	Job Series
	    
	Pay Band
	 
	[bookmark: Text3]     

	Official Title
	[bookmark: Text14]     

	Organizational Title
	[bookmark: Text15]     

	Position Placement
	Office
	[bookmark: Text4]     

	
	Division
	[bookmark: Text5]     

	
	Branch
	[bookmark: Text6]     

	
	Section
	[bookmark: Text7] 

	
	Location
	[bookmark: Check1][bookmark: Check2]|_| HQ	|_| Field

	Is this a supervisory position?
	|_| Yes	|_| No

	Is security clearance required?
	|_| Yes	|_| No	 
	Level  
	[bookmark: Text8]     

	Position Sensitivity Designation
	|_| Non-sensitive	
|_| Non-critical Sensitive	
|_| Critical – Sensitive
|_| Special – Sensitive

	Is this an Emergency Position?
	|_| Yes	|_| No

	FLSA Designation
Each employee is presumed to be FLSA Non-exempt unless the employee clearly meets requirements for exemption.  The burden of proof regarding exemption status rests with the agency that asserts the exemption.  Please ensure that the position meets all appropriate criteria prior to designating it as Exempt.

	|_| Non-exempt	|_| Exempt
[bookmark: Text9]     
	If “Exempt” is selected, please check one:  
|_| Executive	
|_| Administrative	
|_| Professional	
|_| Foreign

	Is a financial disclosure required?
	|_| Yes	|_| No

	Is this a Cybersecurity position?
	|_| Yes	|_| No   Ensure associated duty(ies) and/or 
                          Technical Requirement(s) are reflected   
                          below.

	Conditions of Employment (please list or enter “Not Applicable”)
1. [bookmark: Text10]     



	Job-specific Technical Requirements

	Please list the technical knowledge, skills, and abilities that are essential to successful performance of this position’s key functions. The information provided in this section should address in detail both the kind and level of knowledge that is required.
1. [bookmark: Text11]     



	Additional Job Duties

	Please list the major duties and responsibilities that are specific to this position (in addition to those     on the Standardized Job Description).  Major duties represent the primary reason for the position’s existence, are regular and recurring, and support the position’s technical knowledge requirements.
1.      






	Final Certification

	I certify that this is an accurate statement of the major duties and responsibilities of this position and its organizational relationships, and that the position is necessary to carry out Government functions for which I am responsible.  I also certify these duties and responsibilities will not change for a minimum of twelve months unless there is significant change in the mission or function of the position. This certification is made with the knowledge that this information is to be used for statutory purposes related to the appointment and payment of public funds, and that false or misleading statements may constitute violations of such statutes or their associated regulations.
[bookmark: Text12]Printed Name of Selecting Official    
[bookmark: Text13]Title       
[bookmark: Text41]Date       
[bookmark: Text16]Telephone       
[bookmark: Text17]E-mail       

	Signature
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