
       


                             Client Job Order Requisition
	We welcome the opportunity to meet your business needs.  Let us know the details of how we can help you by completing the following form.  Information provided within this form will remain strictly confidential and will only be used for the purpose of providing further information on relevant services.

	Company Information

	Company Name: 
	     

	Company Address:
	     

	Contact Name(s):
	     

	Position / Title(s):
	     

	Telephone Number:
	     
	Fax Number:
	     

	Evening Telephone Number:
	     
	Alternate Telephone Number:
	     

	E-mail Address:
	     

	Type of Business / Industry:
	     

	Job Information

	Job Title:
	     

	Number of Openings:
	     

	Job Location:
	     

	If position is not for immediate hire, indicate Start Date:
	     

	Length of Assignment: (If Short Term, indicate End Date):
	     

	Hours of the Job:
	     

	Special working or environmental conditions (if required):  i.e. overtime, weekends, chemicals, fumes, heat/cold, travel:
	

	
	

	Summary Description of Job Responsibilities:
	     


	Skills and Knowledge Required  to Successfully Perform This Job (e.g., proficiency in all MS Office software):
	


	Essential Tasks of the Position (e.g., produce complex documents using MS Word):
	     


	Experience Required (How many months or years?  Or will you balance experience with education?):
	     

	Licenses / Certifications Required:
	

	Work Attire (business, casual, formal, company uniform):
	     

	To whom should the employee report (Supervisor)?
	     

	Telephone Number:
	     

	When is a convenient time we can contact you to ask more detailed questions regarding this opening?
	

	Type of background check required (including Vulnerable Persons, Basic Background, Employment or Criminal Check).

Please specify:
	     

	Special Instructions / Additional Notes:
	









