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Human Resources Division
Administrative Assignments and Selection Unit

REQUEST TO ANNOUNCE SCHOOL-BASED ADMINISTRATOR VACANCY

	TO:
	Maria Voigt, Administrator, Administrative Assignments
Human Resources Division, Beaudry Site-14th Floor

Tel. - (213) 241-6886; Fax – (213) 241-8418
	Date:
	     

	
	
	
	


	FROM:

	   
	

	
	Regional Superintendent or Division Administrator
	


	I am requesting an announcement of the position below. I confirm that the selection process will be conducted to comply with applicable state, federal, and District policies and labor agreements. Further, in accordance with Board Rule 1911 (Nepotism), I acknowledge that this selection process must not result in the assignment of close relatives or cohabitants to work in supervisory situations where conflicts of interest could arise.

	

	1.
	     
	
	     
	
	     

	
	Title Position
	
	Class Code
	
	Cost Center

	
	
	
	
	
	

	
	
	
	
	
	P     

	
	
	
	
	
	Position ID Number


	2.
	     
	
	 FORMDROPDOWN 

	
	Title 1
	 FORMDROPDOWN 


	
	School Name
	
	Region/Office
	
	Track
	 FORMDROPDOWN 


	
	
	
	
	
	

	
	Selection Process 
	 FORMCHECKBOX 

	 FORMDROPDOWN 


	
	
	

	3.
	Name of previous incumbent and employee #, if any
	     
(     )

	
	
	

	4.
	Reason for vacancy:
	 FORMDROPDOWN 

	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	     

	
	To (Position and Location)
	

	
	
	
	

	5.
	Contact person:
	     
	
	(   )      

	
	
	Name
	
	
	Telephone Number

	
	
	
	
	
	

	
	
	     
	
	(   )      

	
	
	Title
	
	Fax Number

	
	
	
	
	

	6.
	Requested Filing Deadline:
	     
	

	
	
	
	
	

	7.
	Brief School Description: (e.g., number of students, student demographics [% each ethnicity, second language learners, students with disabilities, gifted, etc.], grade level configurations, school calendar, etc.)

	
	     

	
	
	
	
	

	8.
	Brief listing of the Ideal Candidate: List of knowledge, skills, and abilities relevant to the needs of the school (e.g., bilingual, special experience in a particular areas, etc.)

	
	     

	
	
	
	
	

	9.
	Application Procedure:
	
	
	

	
	 FORMCHECKBOX 

	Letter of Interest including 3-4 Supplemental Topic Areas (list below)

	
	
	
	     

	
	
	
	     

	
	
	
	     

	
	
	
	     

	
	 FORMCHECKBOX 

	Resume with professional preparation
	
	

	
	 FORMCHECKBOX 

	List of 3 references with contact information, including the candidates current supervisor and

	
	 FORMCHECKBOX 

	Teacher
	 FORMCHECKBOX 

	Classified staff member

	
	 FORMCHECKBOX 

	Parent/Community member
	 FORMCHECKBOX 

	Other:      

	
	 FORMCHECKBOX 

	Faxed Copies:
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No
	
	

	
	 FORMCHECKBOX 

	Email:
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No
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