Kelly Services’ Johns Hopkins University Partnership
1 N. Charles Street, Suite 1500
Baltimore, MD 21201

SERVICES 410-332-4445

Johns Hopkins University Temporary Request Form

Order Date:

Reason Code: [JExtraHelp  [Jlllness [ Resignation I Meetina [Jvacation
[1 Special Project [ Seminar/Training [J Other

Number of Temporarv Emplovees Needed:

Start Date: ‘ Approximate End Date:

Start Time (hr.): Ending Time (hr.):

Resumes Required:  Yes or No Fax to:

Interview Required: Yes or No Best Date/Time to set up?

Drug Test Required*: Yes or No

School Name: .
Department:

Report to Location:

Report to: Title/Phone:

Ordered by: _ Title: Phone #:

Confirm to: Title: Phone #:

Authorized by: Signature:

Cost Center or Int. Order Number: (required for billing):

JOB DESCRIPTION
Primary Skills: [JReceptionist []Clerical [JSecretarial [ Administrative
[OData Entry  []Accounting []Technical [CJother

Telephone: # lines # extensions phone/system name

Software Skills Required:

CIMsS wWord [ Excel [JPowerPoint [JMS Access [ ]WordPerfect []Lotus 123
(] Groupwise  [] Paradox [JQuatroPro [ Netscape [ Internet Skills [] Data Entry
] other

Software Skill Level:  [IBasic  []Intermediate  []Advanced

Position # (See Back of Order Form)

Complete Work Description:

Fax completed Order Form to: 410-685-2462
Contact Nancy Assero at 410-332-4445
With questions regarding your order or this form

* Drug Testing is an additional cost.

W | Reset Form




	date: 
	help: Off
	project: Off
	illness: Off
	training: Off
	resignation: Off
	meeting: Off
	vacation: Off
	# employees: 
	start date: 
	start time: 
	end date: 
	end time: 
	resumes required: 
	school name: 
	department: 
	report location: 
	report to: 
	title phone: 
	ordered by: 
	confirm to: 
	title 1: 
	title 2: 
	phone 1: 
	phone 2: 
	authorized: 
	budget: 
	lines: 
	extensions: 
	sytem: 
	line 1: 
	line 2: 
	line 3: 
	line 4: 
	line 5: 
	receptionist: Off
	clerical: Off
	accounting: Off
	secretarial: Off
	technical: Off
	administrative: Off
	other: Off
	other 1: 
	other 2: 
	ms word: Off
	groupwise: Off
	others: Off
	excel: Off
	paradox: Off
	powerpoint: Off
	quatro: Off
	access: Off
	netscape: Off
	wordperfect: Off
	internet: Off
	123: Off
	data entry: Off
	interview required: 
	drugtest: Off
	interview: Off
	resumes: Off
	reasonOther: 
	print: 
	reset: 
	skill: Off
	positionNo: 


