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NAC – HR- Job requisition and approval form Version 2.0 – updated 17 June 2025                                                                        

51-55 Heygarth St, Echuca 
(P.O. Box 201) 

Echuca Vic 3564 
Tel: 03 5481 0610 

ABN: 17 334 858 388 

JOB REQUISITION AND APPROVAL FORM 
This form can be completed electronically, and signed via DocuSign 

 
Position Title: 

 
Youth and Wellbeing 
Coordinator 

Supervisor / Hiring 
manager: 

 
Youth and Wellbeing 
Manager 

 
Department: 

 
Youth and Wellbeing Services 

 
Position location: 

 
59 McMillan Rd, Echuca 
VIC 3564 

 
Cost centre code: 

 
 

Position description 
reviewed & attached: 

 
         Yes ☒ 

 
Award: 

 
SCHADS 2010 

Pay classification (Level / 
Grade & Pay point): 

 
Level 6 PP; 1 

 
Hourly rate: (if known)   

 
$55.72 

 
Hours per week: 

 
37.5 hours Full- time 

Special conditions, 
if any: (i.e. Over Award 
rate, incentives, 
allowances etc) 

New FTE position, created under management restructure. 
 
 

 
Reason for 
recruitment: (who is 
the position replacing / 
reason for new position) 

(New funding, replacement of funded vacant role, termination, transfer, 
retired, promoted, maternity leave cover, annual leave cover, etc – please 
provide detailed information.  
 
 
 

Existing EFT  ☐ 

New EFT ☒ 

ATSI identified role: 
      Yes☒        No☐ 

 
 
 
Position type: (please 
call HR for any clarification) 
 

 

Full Time  ☒             Part Time  ☐             Casual ☐            Permanent  ☐             Max Term ☒ 
 

Max term Start Date: Click or tap to enter a date.   End Date:Click or tap to enter a date. 
Reason for Max term?    Leave Backfill ☐                    Limited term funding☐ 
Other reasons:  
If part time, weekly roster: Mon☐__________Tue☐__________Wed☐_______                                                                                                                                         
                                                        Thu ☐__________ Fri☐________________________                                                                                                                                                                                               

 
 
 
 
 
Funding / Budget: (to 
be completed win 
conjunction with finance) 

 
Is the role funded: 

Yes☒                     No☐ 
Please provide details: 
 

 
Fund / Grant name: 

 
 

 
Fund / Grant source / code: 

 
 

 
Fund / Grant duration: 

Ongoing ☒                      One-off ☐ 
Fixed Term funding☐          
From:Click or tap to enter a date.toClick or tap to enter a date. 

 
Any other information: 

 
 

 
 
 
 
Advertising: 

 
Advertising type & duration: 

Internal (7 days) ☐ 
External (Seek/website/social media) ☒  (28 days) 

Other☐_____________________________________________                                     
 
Advertising start date: 

 
ASAP☒               Date:Click or tap to enter a date.                                                                                          

Hiring manager contact 
details: (name and contact number) 

 
Nadine Wright  

Any other relevant 
information: 

 
 

 
Assets required: 

 
Desktop Computer☐                 Laptop☒                 Mobile phone☒            Security Fob☒ 
 
☐Other: ____________________________________________________________________________   
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APPROVAL ORDER NAME SIGNATURE DATE 
Hiring manager 
submitting the 
requisition: 

 
Nadine Wright 
 

 

 

 

 

    
 
ED Corporate 
Services: 

 
Janelle Handy 
 

 

 

 
 

 
Chief Financial 
Officer: 

 
Shahnaz Gill 

 

 

 

 

 
Chief Executive 
Officer: 

 
Timothy Mitchell 

 

 

 

 

 
Human Resources: 

 
hr@njernda.com.au  

 

 

 

 

NOTE: This form must be approved by all parties before submitted to Human Resources either via DocuSign or by email to 
hr@njernda.com.au, for processing along with relevant position description.   
 
For HR use only: 

 
Date received: 

 
 

Date sent to 
advertising team: 

 
 

 
HR staff signature: 
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