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County of San Bernardino

POSITION NUMBER REQUEST

Extra-Help/Recurrent/Contract


A Position Number Request is used to establish an extra-help, recurrent or contract position.

FORMS REQUIRED


MANDATORY FIELDS

Position Number Request - Extra-Help/Recurrent/Contract(

All

General Information

Once an extra-help/recurrent/contract position is established, it remains in active status until the department sends a Position Data Change (PDC) form to EMACS-HR/Position Control to inactivate the position.

Existing vacant position numbers may be re-used as extra-help/recurrent/contract employees are hired.

EMACS-HR/Position Control will notify the department contact by e-mail of the new position number(s) that have been established.

Note: All information must be identical to request more than one position per form

Definitions

Department ID – 5-character numeric Batch ID identifying the actual location of the position

Job Code – 5-character numeric code identifying classification of the position

Job Code Title – alpha description of Job Code Title of the position

Extra-Help/Contract – use EH or CNT to define the type of position being requested

Shift – 1-Day, 2-Evening (Swing), 3-Night (Graveyard), R-Rotating

Standard Hours – Numeric code of standard weekly hours for the position

Fund - 3-character alpha/numeric code identifying funds

Dept - 3-character alpha/numeric code identifying departments

Org - 3 to 4 character alpha/numeric code further defining departments

GRC - 3 to 8 character alpha/numeric code used to group information for reporting purposes

Cost Center – 3 to 5 character numeric code used for time study tracking

Tax Location Code – 5-character alpha/numeric code used for unemployment insurance and census reporting
Workers’ Comp Code - 1 character numeric code identifying worker's compensation coverage
Holiday Schedule - 3 to 5 character alpha code identifying eligible holidays 

PAYROLL SPECIALIST RESPONSIBILITIES

· Complete Position Number Request – Extra-Help/Recurrent/Contract

· Forward original to EMACS-HR/Position Control (0030)
· Retain copy for department file

· Verify that EMACS has been updated to reflect the requested action

RELATED FORMS/PROCEDURES

Checklist for Extra-Help/Recurrent/PSE to Contract(
Checklist for Extra-Help to Recurrent(
Checklist for New Hire – Contract(
Checklist for New Hire – Extra-Help/Recurrent(
Checklist for New Hire – PSE(
Checklist for PSE to Extra-Help(
Checklist for Recurrent to Extra-Help(
Checklist for Regular to Contract(
Checklist for Regular to Extra-Help/Recurrent(
Hiring Transactions

New Hire

Recurrent to Extra-Help

Returning Retiree
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