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	· Hiring Manager: Complete, sign, and send to your agency Human Resources Liaison with any required documentation by your agency to recruit.

· Human Resource Liaison: Review, sign, and attach this form in NEOGOV when creating a requisition.

· Contact OHRMRecruitment@co.pg.md.us with any questions.

	Job Announcement Form

	PART I. REQUISITION INFORMATION

	REQUESTING AGENCY:
 Choose an item.  
	DEPARTMENT/DIVISION/UNIT:
Click or tap here to enter text.

	CLASS TITLE:
Enter Text
	WORKING TITLE: This is the title that will be displayed on the Careers page.
Click or tap here to enter text.

	POSITION NUMBER:
Enter Text
	POSITION GRADE:
1
	JOB TYPE:
Choose an item.

	EXAM TYPE: 
Open (default)
	CONTINIOUS ANNOUNCEMENT?
No

	REMOTE EMPLOYMENT:
On-Site Only
	JOB LOCATION: 
Enter Text          

	CERTIFICATION REQUIRED: No
	*IF YES, PLEASE LIST:
N/A

	POSITION WAS POSTED PREVIOUSLY:
 Choose an item.
	*IF YES. LIST REQUISITION NUMBER:
Enter Text          

	ADVERTISED MINIMUM & MAXIMUM SALARY: This salary must align with the salary range listed in the classification specs. 

Enter Min Salary  to Enter Max Salary 
	PREFERRED START DATE OF POSTING:
9/8/2022
	DESIRED LENGTH OF POSTING:
Enter desired time in days

	
	*POST TO EXTERNAL JOB BOARD:
☐ LinkedIn   ☐ Handshake (college board)  ☐ Indeed

	PART II. NATURE OF WORK
Describe the incumbent’s role in a summarized paragraph.


	 Click or tap here to enter text.      

	PART III. EXAMPLES OF WORK
Create a bulleted list of duties located on the Position Description (Form 544).

	Click or tap here to enter text.
	PART IV. MINIMUM QUALIFICATIONS
Create a bulleted list of education and experience minimum qualifications using the classification specs.

	Click or tap here to enter text.







	PART V. PREFERRED QUALIFICATIONS
Create a bulleted list of preferred qualifications (i.e., experience above the minimum qualifications).

	Click or tap here to enter text.
	PART VI. CONDITIONS OF EMPLOYMENT
Please refer to the classification specs for position specific conditions of employment.

	
	PART VII. AGENCY APPROVALS

	By typing your name into the signature field(s) below, you are authorizing OHRM to use the information in this form to create and post a job announcement for the position listed.

	  
   Date:   7/12/2022	Hiring Manager Signature: Click or tap here to enter text.


   Date:   7/12/2022	Human Resources Personnel Signature: Click or tap here to enter text.



	ADDITIONAL COMMENTS
Should any additional comments be noted regarding the creation of the requisition
and posting of this job announcement, please list below.
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PART IIl - Examples of Work

2. Entera bulleted list of duties
associated with the role.

PART IV - Minimum Qualifications

3. Enter a bulleted list of minimum
qualifications for the role.

The minimum qualfications for
education and years' experience must
match what s listed on the
classification specs.

PART V - Preferred Qualifications

4. Enter a bulleted st of preferred
qualifications for the role.

PART VI Conditions of Employment

5. Enter any conditons of employment
(e.g.,rules, requirements, poliies,
efc) inthis secfion

PART Vil Agency Approvals

6. This section must be completed by
the Hiring Manager and the agency
HR Liaison or ofher agency HR
Personnel

Additional Comments

7. If you are posing to other job
boards, please lst them here.

8. Ifthere is anything else you'd ke to
add about this position that wasn't
covered, add it here

©  Develops budgetary and program data for assigned Departmental program areas.
©  Leads supporting and program staf in the development of program budgets, preparing
oroaram budaets and preparina internal reports as reauested.

PART IV. UM QUALIFICATIONS'
Create a bulleted list of education and experience minimum gualifications using the

lick

e Bachelors degree in Accounting, Finance, Quantitative Analyses or Business
Administration or a related field.

©  Atleast two (2) years of professional accounting experience.

PART V. PREFERRED QUALIFICATIONS
Greate a bulleted list of preferred qualifications (.., experience above the minimum qualifications).

lick or tap here to enter text.

« Master's degree in Human Services, Education, Management, Public Administration, or other
closely related fields,
 Plus 57 years of experience to include program coordination and community outreach:
« Assessing and developing community resources for students and families and linking
them to those services.

PART V1. CONDITIONS OF EMPLOYMENT
Please refer to the for pasition specific condtions of employment.
[Click (b here to enter text
‘Applicants who meet the minimum qualifications will be invited to participate in an online examination to
demonstrate proficiency in administrative duties and computer software programs. Applicants must pass
the online proficiency examination to be considered for this position.

form to create and post a job announcement for the position fisted.

Date: SelectDate  Hiring Manager Signatures Click or tap here 10 enter text

Date: SeiectDate  Human Resources Personnel Signature: Cick or tap here 1o enter fext

/ADDITIONAL COMMENTS.
Should any additional comments be noted regarding the creation of the requisition
and posting of this job announcement, please lst below.
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PART | - Requisition Information

Complete this section i its entirty. B —

[REQUESTING AGEN( DEPARTMENT/SECTION/UNIT:
Choose an item. lclick or tap here to enter text
1. Department/Division/Unit must match ICLASS TITLE: WORKING TITLE: This is the title that will be displayed on the Careers page.
what will s entered on the requisition enter llick or tap here to enter text
2. Continuous Announcement means that
there will be a recruiting/screening plan POSITION NUMBER: [posimoN GRaDE: jos TYPE:
set up with the OHRM Talent - e e [roosean®
Acquisitions team. If you select "No™ : [CONTINIOUS ANNOUNCEMENT?
the position will be posted with a [Fhoose an item.
closing date. [REMOTE EMPLOYMENT: OB LOCATION: ’
3. Job Location s the location in which choose an item fnter Text
the incumbent will be located most of [CERTIFICATION REQUIRED: IF YES, PLEASE LIS’
their time. |Cno:&t:> item. fnter Text

4. Advertised Minimum & Maximum
Salary does NOT have to be the entire
classification specs range, it can be the
range in which the position is

[POSITION WAS POSTED PREVIOUSLY: ['IF YES. LIST REQUISITION NUMBER:

oose an item. enter

[ADVERTISED MINIMUM & MAXIMUM SALAR

|PREFERRED START DATE OF POSTING: |DESIRED LENGTH OF POSTING:

[This salary must align with the salary isted [select desired posting start date. Enter esired time in days
budgeted in the cassifction specs. 05T T0 EXTERNALJOB BOARD:
Note:Fieds witha rd asteris, . are i ot [0 Linkedin- 0 Handshake (college board) 1 Indeed

optional to complete. All other fields must be
completed or else the form will be returned
back to Human Resource Personnel, which
will delay the job announcement being
posted.

PART Il - Nature of Work . NATURE OF WORK
Describe the incumbent's ole in a summarized paragraph.

1. Enter a paragraph summarizing the job

duties and responsibiliies of the role. Clickor tap here to enter tex.

Example —“This is a professional positon that performs budgetary, iscal, and administrative.
responsibilties in conjunciion with the adminisiration of Several program areas within the Department of
Social Services, under the direct iscal support in the completion of dally actvties of the Department of
Social Services. Work is performed in accordance with established County, state, and Federal policies,
procedures, and regulations”





