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HIRING REQUEST 
 
Position* __________________   Need Resumes by* _________________ 
 
Start Date* ______________  Duration* ______________  Building* ___________ 
 
CHECK* New Position          Leave Replacement         Resigned           Retired   
 
  Replacement for______________________________________________   
 
The above checklist is not required for Coaches: 
 
Description of Position and Duties*  _____________________________________ 
 
 __________________________________________________________________ 
 
 __________________________________________________________________ 
 
Certification(s) Required*  _____________________________________________ 
 
 __________________________________________________________________ 
 
 

*   Required – Requests will be returned if not completed. 
 

 
District Office Use 

 
Posted:  From ______________  To ____________ 
 
Advertised in:  ______________________________________________________ 
  
 ______________________________________________________ 
 
Resumes to be sent to (department):  ____________________________________ 
 
BOE Meeting: ______________ 
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