
COADJUTANT NON-TEACHING (CLASS-8) REQUEST FORM 

Instruc�ons: Complete form and obtain all signatures before emailing the form to sebs-hr@sebs.rutgers.edu. Incomplete forms will be returned 
to the Preparer. 

Sec�on I: REQUESTOR INFORMATION 

      

        
   

               

           

    
        

    

    

  

 

  

  

             

   

                    
               

    
          

    

First Name: _______________________ Last Name: _________________________ Title: ______________________________ 

Department: ________________________________________ Email Address: _________________________________________ 

Sec�on II: POSITION INFORMATION 
Appointment Start Date: ________________________________ Appointment End Date: ________________________________ 

Proposed Salary: _________________________   Funding Source/Account Title: _________________________________________ 

Basis/Jus�fica�on for Proposed Salary: 

Sec�on III: DESCRIPTION OF JOB DUTIES 

Job Du�es: 

Average weekly hours worked __________________________ 

What prevents this posi�on from being posted as a part-�me Class 1 posi�on, or as a temporary Class 3 or Class 4 posi�on? 

Supervisor Signature: _______________________________ Date: __________________________ 

Sec�on IV: APPROVAL SECTION 

Paul Elwood, HR Director: ______________________________ __________________________ 
Signature Date 

Mazen Shehat, Senior Associate Dean: _______________________________ ______________________ 
Signature Date 
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