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CLASS 4 CLASSIFICATION AND RECRUITMENT FORM
Complete the Class 4 Classification and Recruitment Form (C4 CARF) and submit with department organization chart to the Applicant Tracking System (ATS) for Class 4 Casual or Seasonal Appointments.
	SECTION 1: APPOINTMENT TYPE

	Select Appointment Type:
 FORMCHECKBOX 
  Class 4 Casual*
 FORMCHECKBOX 
  Class 4 Seasonal**
*Less than 20 hours/week

**Must have 3 months continuous break in Rutgers service for seasonal reappointments


	Select Status:

 FORMCHECKBOX 
    New Hire

 FORMCHECKBOX 
    Change in Job Duties 

         (Reclassification)

	SECTION 2: APPOINTMENT DETAILS

	Department Name:

     
	Department I.D.:
     
	Campus:
     

	Hourly rate:
Min:             Max:      
	Hours per week:
     
	Length of Appointment:

     
	Date Needed:
     

	Choose the Job Code that most closely reflects the job functions to be performed by this position:
Please refer to the Class 3 and Class 4 Employment Guidelines for Class 4 New Hire process and Generic Job Titles, Descriptions, and Job Codes. Please note the following job codes are non exempt hourly positions only.

	Class 4 Casual Job Code:
 FORMCHECKBOX 
 04440 – Clerical Assistant Casual

 FORMCHECKBOX 
 04441 – Laboratory/Technical Assistant Casual

 FORMCHECKBOX 
 04442 – Service/Maintenance Worker Casual

 FORMCHECKBOX 
 04443 – Unit Administrator/Specialist Casual

 FORMCHECKBOX 
 04444 – Professional/Research/Manager Casual
	Class 4 Seasonal Job Code:
 FORMCHECKBOX 
 04610 – Clerical Assistant Seasonal

 FORMCHECKBOX 
 04620 – Laboratory/Technical Assistant Seasonal

 FORMCHECKBOX 
 04630 – Service/Maintenance Worker Seasonal

 FORMCHECKBOX 
 04640 – Unit Administrator/Specialist Seasonal

 FORMCHECKBOX 
 04650 – Professional/Research/Manager Seasonal

	SECTION 3: ADDITIONAL DUTIES/SPECIAL CONDITIONS

	Job Duties:

       



	Job Requirements: 

     



The individual identified below is the supervisor or manager of the person whose position is described above. The individual below has approved submission of this form and certifies that the information in this document is accurate and complete.
In accordance with the Rutgers Integrated Administrative System (RIAS) Basic Expectations for Approvers and Preparers, the roles of approver and preparer should be limited to Class 1 regularly appointed Rutgers employees.  Class 4 temporary (casual and seasonal) employees should not be hired with the expectation to perform job duties requiring authorization to access the RIAS HCM and/or RIAS Procurement systems.  Exceptions may be considered on a very limited basis if the unit provides documentation of a compelling need that would justify the frequent systems maintenance required for temporary employees. 
Name:        Title:       Date:      
University Human Resources
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