
   
   

 

 

 

 

 

   

  

Approved?
Yes No

Department Head:

County Administrator:

Hrs Per Week:

  

 

Resolution #:

Detailed Justification
What is the impact on your department if this position is not filled? Please provide, in detail, the

 

need to fill the position. Please include the service provided, if it is mandated, number of people
(clients) affected, and what you will do if the position is not filled.

Grade:

Salary of Person Leaving:

Benefits:

Base Salary:

%

 %
 

Budget

Date Submitted:

Position Number:

Position # Abolished: 

Last Fill Date:

Appointee Will Be:

Net County Cost:

Revenue Generating:

Reimbursed by Local, 
State or Federal Funds:

Subunit (If Applicable):

Reason Vacated:

Date Vacated:

Position Status:

 

Type:

Fill Request Timeline:

Shift Length: FTE:

*Net County Cost is calculated from salary of person leaving, if available

Base Hourly:

Jurisdictional Class:

dsoper
Typewriter
St. Lawrence County Vacancy Authorization Form

DSoper
Placed Image



Fill: For use on a position that is already created and has no other corresponding action.



Create & Fill: For use when a position currently does not exist and needs to be created to be filled.



Abolish & Create: For use when a position currently does not exist and to create it you will remove a position that does currently exist.





New Position - This is the first fill of a new position.



Promotion – Employee appointed to position from a civil service promotional exam list – 3 months probation period to return to previous job.



Reassignment – the change of a permanent employee from one position to another position in the same dept, no title change.



Resignation - Employee left position and no longer works for the County, OR left for a position outside of the department AND in a new title.



Termination – End of employment but not a resignation or retirement.



Transfer – The change of a permanent employee from one dept to another dept, no change of title.







If unsure of number, it can be found in "Employee Central" on MUNIS under the compensation tab.



Can be found in "Position Central" in MUNIS.



Calculates based off from "Salary of the Person Leaving" (as that is what is budgeted), then deducts and revenue generated or reimbursement received. Will prorate to 12 weeks if Temporary Position is selected as "Yes".

https://muniserpapp.stlawco.gov/prod/munis/munisnet/AppHost/PositionCentral/
https://muniserpapp.stlawco.gov/prod/munis/munisnet/AppHost/EmployeeCentral/


Permanent - A current test list is available (or a test is not required) and the previous employee does not have rights back to the position.



Contingent-Permanent - previous employee has rights back to the position and the position is filled by a reachable candidate on a current eligible list.  



Provisional – there is no mandatory list available to appoint from and a civil service test needs to take place



Temporary - Previous employee has rights back to the position and the position is filled by someone not reachable on an eligible list or not on an eligible list at all (time limits apply).  

OR

 The position is will not last beyond a specific period of time (typically 12 weeks) and no employee has rights back to it.





Can be found under "Position Central" in MUNIS.



Can be found under "Position Central" in MUNIS.



Can be found under "Employee Central" in MUNIS.



Can be found under "Position Central" in MUNIS.



Competitive - Requires a competitive written exam to be taken and incumbents are appointed from a list.



Non-Competitive - Positions for which there is no competitive written test, applicants must meet qualifications of position as determined by HR. Only positions listed in Appendix B of the Civil Services Rules of St. Lawrence County.



Exempt - Positions for which competitive or non-competitive examination or other qualification requirements are practicable. Only positions listed in Appendix A of the Civil Services Rules of St. Lawrence County.



Labor - Unskilled labor positions. Only positions listed in Appendix C of the Civil Services Rules of St. Lawrence County.









Full Time - Works 100% of hours in a normal work week. Receives Both Benefits & Accruals.



Part Time - Generally, Works 50% or less of hours in a normal work week, receives both accruals and benefits.



Part Time no Accruals - Generally, Works 50% or less of hours in a normal work week, receives benefits but not accruals.



Part Time no Benefits - Generally, Works 50% or less of hours in a normal work week, does not receive benefits or accruals.



Per Diem - Works on an as-needed basis and when the employee is available, no set schedule, less than normal work week.



Temporary - Works less than 3 or 6 months at full or part time status.



Transitional - Generally, a Full or Part time status created specifically to cross train with a retiring employee.



Seasonal - See Temporary position (ex. HEAP employees).



Elected Officials - Employees elected by the Public for a specified term.



Participants - WIOA Jobs Programs.









Job Qualifications
For Human Resources Use Only: 

Job Qualifications Listed here:


	Untitled
	E
	T

	Department Name: Enter Department Name
	Position0: 
	Date Submitted: 
	Combo Box0: []
	Fringe: [Yes (52.94%)]
	Total County Cost: 0
	Position R: Enter Position Title
	Sub Unit: 
	Rev Gen: 0
	State and Fed: 0
	Position Will Be: []
	Text Field1: 
	Text Field2: 
	Enter Dept Head Name: 
	Last Fill: 
	Enter Dept Head Name0: 
	Benefits: 0
	Salary: 
	Combo Box1: [Yes]
	Combo Box2: [Yes]
	Fill Request: [ 90 Days]
	Yes0: Off
	Yes1: Off
	Res #: 
	Base Salary: 
	Grade: 
	Position # Abolished: N/A
	Last Fill Date: 
	Type: []
	Appointee Will Be: [ ]
	Push Button0: 
	Employee Centrals0: 
	Position Centrals: 
	Combo Box3: [8]
	FTE: 0
	Base Houlry: 
	Jurisdictional Class: [Labor]
	Text Field0: 
	Submit to Human Resources: 
	Text Field3: 


