KAZI SERVICE LIMITED 
REQUISITION FORM FOR RECRUITMENT SERVICE
	Company: 
	Job Vacancy/vacancies: 

	How many Staff needed


	
	
	

	Type of Contract:
(please tick the correct answer)
	Contract tenure:
	Contract Renewal Conditions:  


	
	Permanent
	

	
	Part time
	

	
	Temporary
	

	The Job reports to:

(who will supervise the employee?) 
	

	Purpose of the job:


	(Please attach a job description detailing)

· job function (a brief description of what the job is all about)

· job description (What kind of duties will the employee do)

· profile of ideal candidate (a brief description of the kind of person you feel is suitable for the job)
· education (minimal level of education needed)

· professional qualification (e.g. Accounting, Engineer)

· Level  of experience (years in similar job)


	Special Requirements:
(e. g if they will be required to travel, shift work, physical elements)
	

	Date Staff is Required to Start:
	

	Proposed Recruitment Process 

(please tick the correct answer)
	Headhunting

	
	Internal Advertisement

	
	External Advertisement in Press

	Gross Salary to be paid:
	Other Cash benefits:
	Non-cash benefits (training, medical)

	
	
	


APPROVALS:

Requesting Supervisor/Manager_____________________________Date___________________
Approved by Head of Department ___________________________Date__________________
Approved by CEO/ED/MD__________________________________Date__________________






_________________________________________________________

©Kazi Services Limited


