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                                    Additional Information 
                                          For Nonexempt 
                          Staffing Requisition (Posting)
In compliance with the Union Agreement (Article 18, Section 2), departments are required to provide Employment Services with additional information on nonexempt positions for job postings. Please submit this completed form to Employment Services at hrhelp@nmsu.edu or fax to 646-2806 in addition to the other required posting documents.  
	Section 1:  Hiring Department Information

	 Hiring Department/College

     
	Name of Contact
     
	Contact Number

     

	Section 2:  Position Information

	Position Number

     
	Position Title

     
	Requisition #

     

	Does this position meet the qualifications for supervisory employee*?

        FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No
	If yes, how many regular positions and what titles are supervised?

     

	Does this position meet the qualifications for confidential employee**?

        FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No
	If yes, what qualifies the employee for confidential status?
     

	Where is the primary job location for this position?  (i.e. - Main Campus, Albuquerque, DACC)

     

	What are the standard work days for this position?

     
	What are the standard hours for this position?  

     

	The completed form should be emailed to hrhelp@nmsu.edu in conjunction with the submission of a staffing requisition.  


*Supervisory employees (NM Collective Bargaining Act) – an employee who devotes a majority of work time to supervisory duties, who customarily and regularly directs the work of two or more other employees and who has the authority in the interest of the employer to hire, promote or discipline other employees or to recommend such actions effectively, but “supervisor” does not include an individual who performs merely routine, incidental or clerical duties or who occasionally assumes a supervisory or directory role or whose duties are substantially similar to those of his/her subordinates and does not include a lead employee or an employee who participates in peer review or occasional employee evaluation programs.

**Confidential employees (NM Collective Bargaining Act) – a person who devotes a majority of his/her time to assisting and acting in a confidential capacity with respect to a person, who formulates, determines and effectuates management policy.  
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