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Nitol-Niloy Group


PERSONNEL REQUISITION FORM

(For internal use only)

Company:



 
         Department: 
Required Position



         Nos.: 
Position Vacant for: ( New ( Replacement ( Other     Budgeted:( Yes  ( No

Replacement of                                                         Salary Process Dept & Cost Center:
Main Function: ____________________________________________________________________ 

Grade: ________ Location: ______________________Expected Joining Date:          /            /

Job Description: (At least two must be given)
	SL No.
	Description of input activities and sub activities required for outputs/ deliverables
	SL No.
	Description of output/ deliverables (Number/ frequency) from input Activities

	
	
	
	

	
	
	
	

	
	
	
	


Job Specifications

Experience ________________________ Reports to (ID No.)______________________________
Education Essential _____________________ Education Preferred __________________________

Salary Range _______________________ Language proficiency ____________________________

Competency Requirements _________________________________________________________________

__________________________________________________________________________________________

Additional Skills, if any _____________________________________________________________________

__________________________________________________________________________________________

	Required by (ID No)
	Verified 
	Approved by

	
	
	
	

	Head of Department/CBO
	Director-HR,   (Tata-Division)
	Managing Director
	Director (Group HR)


(HR use only)
	Requisition received
	Campaign date
	Interview date
	Joined on
	Time required
	Remarks

	
	
	
	
	
	


(NOTE: Every department should submit their updated Orgranogram in attach with Staff requisition form.)
