Intake Form

	Job

Title: ______________________________

Pastor/Principal Approved: ____/____/____

Department:  _______________________

Reports To: ________________________

Class        Exempt     Nonexempt

Pay Grade:     ______         Job Code: _______	
Target $: ____________

Salary 
Range:  Min:  ___________
	   Mid:  ___________
	   Max: ___________

Type:       Full      Part       Seas/Temp
Hours / week:   _______

	Selection

Hiring Manager: ___________________________

Search Team: _____________________________

BM  HM       

      Phone Screen

      F2F #1: Schedule/Host

      F2F #1: Conduct Interviews
 
      F2F #2: Schedule/Host

      F2F #2: Conduct Interviews

      Pastor?: Schedule/Host

      Reference Checks

      Parish/School Announcement      


	Recruitment

Paylocity	
· Indeed.com
· Glassdoor.com
· kcsjcatholic.org




 All Chancery            CatholicJobs ($40/60d)
 Social Media            Leaven ($50-100)
 KCSJ Parishes         NP Connect ($50)
 Benedictine              MOREAP_______
 Fran Univ.	            ______________
 Donnelly		 
 Creighton 		    
 U of Dallas    	
 FOCUS Alumni   		
				
	Status

Job Posted:       ____/____/____      
 
Offer Accepted: ____/____/____   Days: _____
		
Start Date:         ____/____/____   Days: _____

	
	Signatures

Business
Manager:  ____________     ____/____/____      

Hiring 
Manager:  ____________     ____/____/____       
		 

Pastor:      ____________     ____/____/____





Rev:  6/3/2021

