

ORACLE CLOUD RECRUITING (ORC) REQUISITION TEMPLATE 
(Last updated: 02/12/2026)

	[bookmark: _GoBack]Date Submitted to HR:
	

	Position #:
	

	Position Title:
	

	HR Department ID: 
	

	Department Name: 
	

	Position Category: 
	Choose One
	Reason for Request: 
	Choose One
	JUSTIFICATION
1. Please discuss the nature of this position as it relates to meeting your ongoing departmental needs.
2. Explain why it is necessary to fill at this time. 
3. Indicate what additional funding obligations, if any, will be created if this position is approved.
4. Identify the source of funding for this position.
	1.

2.

3.

4.

	Position Type:
	Choose One
	Hiring Range:
	

	Salary Band/Wage Band and Hourly Rate:
	

	Temporary – Hourly Rate (non-exempt from overtime – generally, employees MUST be paid an hourly rate unless they meet the duties AND salary test under FLSA) or Monthly Pay Amount (exempt from overtime):
	

	Temporary – Hours Worked per Week: 
	

	Temporary - Job Code:
	

	Percent Time:
	

	Work Schedule (if outside of the normal Mon-Fri 8-430):
	

	# Months in Work Year (if not 12) and Typical Work Year (i.e. September 1st – May 31st): 
	

	Fixed Length Start Date:
	

	Fixed Length End Date:
	

	Discipline Code (faculty positions only): 
	


	Payroll Earnings Distribution: Those in red are minimally required for every requisition.

	GL Dept
	Fund Code
	Account
	Class
	Program
	Project
	Accounting ID
	%

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


	Supervisor’s Name:
	

	HR Partner:
	Choose One
	Search Committee Chair (include full name and email address):
	

	2nd Search Committee Chair (if needed): 
	

	Support Staff – Include those that will need to be cc’d on requisition and search updates, and cc’d on offer letters (include full name and email address): 
	

	Search Committee Members (include full name and email address): 
	

	Location (where will this position be located – City/State): 
	

	Regular or Temporary:
	Choose One
	Work Year Schedule: 
	Choose One
	Person Being Replaced (if requesting to refill vacant position):
	

	Date Left:
	

	Bargaining Unit:
	Choose One
	Search Type:
	Choose One

	Please explain why a search waiver is necessary and in accordance with APL XII-A (if applicable):
	

	Full legal name and email address of search waivered candidate:
	

	Statement of Job/Purpose, including essential duties and responsibilities:
	Include a statement describing the purpose of position here. 

Essential duties and responsibilities include, but are not limited to: 
· 

Complete job description (for salaried positions) or classification specification (for hourly positions) will be linked here.

	About the University:
	The following will be standard in ALL postings. 

The University of Maine is a community of more than 11,900 undergraduate and graduate students, and 2,500 employees located on the Orono campus, the regional campus in Machias, and throughout the state. UMaine is a land, sea and space grant university, and maintains a leadership role as the University of Maine System's flagship institution. UMaine is the state's public research university and a Carnegie R1 top-tier research institution, dedicated to providing excellent teaching, research and service for Maine, the nation and the world. More information about UMaine is at umaine.edu.

The University of Maine offers a wide range of benefits for employees including, but not limited to, tuition benefits (employee and dependent), comprehensive insurance coverage including medical, dental, vision, life insurance, and short and long term disability as well as retirement plan options. 

UMaine is located in beautiful Central Maine. Many employees report that a primary reason for choosing to come to UMaine is quality of life. Numerous cultural activities, excellent public schools, safe neighborhoods, high quality medical care, little traffic, and a reasonable cost of living make the greater Bangor area a wonderful place to live. Visit the Maine Office of Tourism to learn more about what the Bangor region has to offer.

	Qualifications:
	Required:
· 

Preferred:
· 

	Other Information:
	Other Information:
To be considered for this position you will need to “Apply” and upload the documentation listed below:
1.) a cover letter which describes your experience, interests, and suitability for the position
2.) a resume/curriculum vitae
Candidates selected to proceed to the final stages of the search process will be requested to provide a list of names and contact information for references.
Incomplete application materials cannot be considered. Materials received after the initial review date will be reviewed at the discretion of the University.
For full consideration, materials must be submitted by 4:30 p.m. EST on (DATE).
For questions about the search, please contact search committee chair Name at Email or Phone.
The successful applicant is subject to appropriate background screening.

	Workplace (this will be posted in the job ad):
	Choose One
	Essential Position (as defined in collective bargaining agreements – required to report to work during an emergency, weather related or otherwise):  
	Choose One
	Will this position involve access to technology that is subject to U.S. Export Control laws, and therefore employment is contingent upon the University's ability to obtain any required export licenses or authorizations from the U.S. Government? Contact the Office of Research Compliance for assistance. 
	Choose One
	Are there any additional restrictions on the funding for this position? (i.e. sponsor approval is required for foreign national participation): 
	Choose One
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