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EA One system user Position Setup request form
ALL FIELDS ARE MANDATORY UNLESS MARKED; INCOMPLETE FORMS CANNOT BE PROCESSED

Please complete the following information.
If the Position is not available, please complete all fields below
	Reason for new position
	


	Start Date of Position 
	

	Position Name
	  

	Organisation
	

	Location
	

	Grade / Spinal Scale
	

	Job 
	Choose an item. 

	SOC Major
	Choose an item.
	Service Conditions
	Choose an item.

	Supervisor Position Name 
	

	Supervisor Employee Number
	

	Position Requested By
	


What to do when you have completed the above information
	For HR Services 
	Please forward this form to your line manager for approval.

Your line manager should then submit the form via the email address EAOneHelpdesk@eani.org.uk




System Administration 
	POSITION CREATED 
	

	CREATED BY 
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