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Job Description Intake Form 

dŽ�ƌĞƋƵĞƐƚ�Ă�ŶĞǁ�ũŽď�ĚĞƐĐƌŝƉƚŝŽŶ�Žƌ�ŵŽĚŝĨǇ�Ă�ĐƵƌƌĞŶƚ�ũŽď�ĚĞƐĐƌŝƉƚŝŽŶ͕�ĐŽŵƉůĞƚĞ�ƚŚŝƐ�ĨŽƌŵ�;ĂƐ�ĂƉƉůŝĐĂďůĞͿ�ĂŶĚ�
ƐƵďŵŝƚ� ƚŽ� DĂƌŬĞƚ� �ĂƐĞĚ� �ŽŵƉĞŶƐĂƚŝŽŶ� ;D��Ϳ� Ăƚ� ŵĂƌŬĞƚďĂƐĞĚĐŽŵƉĞŶƐĂƚŝŽŶΛǁŝĐŚŝƚĂ͘ĞĚƵ͘� /Ĩ� ƚŚĞ� ĐƌŝƚĞƌŝĂ�
ƐƵďŵŝƚƚĞĚ�ŵĞĞƚƐ�ƚŚĞ�ŶĞĞĚƐ�ƚŽ�ĐƌĞĂƚĞ�Ă�ŶĞǁ�ũŽď͕�ƚŚŝƐ�ŝŶĨŽƌŵĂƚŝŽŶ�ǁŝůů�ďĞ�ƵƐĞĚ�ďǇ�D���ƚŽ�ĚƌĂĨƚ�Ă�ũŽď�ĚĞƐĐƌŝƉƚŝŽŶ�
ŝŶ�ĂůŝŐŶŵĞŶƚ�ǁŝƚŚ�ƚŚĞ��ŽŵƉĞŶƐĂƚŝŽŶ��ĚŵŝŶŝƐƚƌĂƚŝŽŶ�'ƵŝĚĞůŝŶĞƐ͘�KŶĐĞ�ƚŚĞ�ĚƌĂĨƚ�ŝƐ�ĨŝŶĂůŝǌĞĚ�ĂŶĚ�ĂƉƉƌŽǀĞĚ�ďǇ�ƚŚĞ�
ĚĞƉĂƌƚŵĞŶƚ͕�D���ǁŝůů�ƉƌŽĐĞĞĚ�ǁŝƚŚ�ŵĂƌŬĞƚ�ƉƌŝĐŝŶŐ�ĂŶĚ�ƉƵďůŝƐŚŝŶŐ͘�/Ĩ�ǇŽƵ�ŚĂǀĞ�ƋƵĞƐƚŝŽŶƐ�ƌĞŐĂƌĚŝŶŐ�ĐŽŵƉůĞƚŝŽŶ�
ŽĨ�ƚŚĞ�ĨŽƌŵ͕�ƉůĞĂƐĞ�ƌĞĂĐŚ�ŽƵƚ�ƚŽ�D���Žƌ�ǇŽƵƌ�,ƵŵĂŶ�ZĞƐŽƵƌĐĞƐ��ƵƐŝŶĞƐƐ�WĂƌƚŶĞƌ͘�

Requestor 
Date 
Reports to Name/ID 
Organization Name 
Department Name 
Suggested job title 
;ŵĂǇ�ďĞ�ŵŽĚŝĨŝĞĚ�ƚŽ�
ƌĞŵĂŝŶ�ǁŝƚŚŝŶ�ŐƵŝĚĞůŝŶĞƐͿ�

Job Details Response: 
^ŝŵŝůĂƌ�ƚŽ�ĞǆŝƐƚŝŶŐ�ũŽď�ĐŽĚĞ͍�

mailto:marketbasedcompensation@wichita.edu



