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Position Title: Date: 

Position Reference #: 

Hiring Manager: 

Hiring Manager Title: 

Department: 
Position Type: Full-time Part-time Contractor/Consultant 

Status: Exempt Non-Exempt Per Diem Temporary 

Classification: Salaried Hourly 

Salary/Hourly Range: (Obtain from HR – USD) 

Range Increase 
Justification: 

Target Start Date: (Enter a date) 

Preferred Work Location: US Remote International       (Enter Country) 

Direct Reports: Check if Role will have Direct Reports Number of Direct Reports: 
Enter # 

Reason for Recruitment     (A new or updated job description must be attached for each position.) 

New Position: Budgeted Not Budgeted 

• Target Annual Base Salary: (Obtain from HR and enter here)

• Target Bonus (%): (Obtain from HR and enter % here)

• New Hire Equity/Options: (Obtain from HR and enter here)

Replacement Position 

• Name of person being replaced:
• Have the duties of this position changed?     No      Yes (Provide details in position information section.) 

• Current Base Salary:
• Target Annual Base Salary: (Obtain from HR)

• Target Bonus (%): (Obtain from HR)

• New Hire Equity/Options: (Obtain from HR)

Reallocated Position (i.e., reallocation of vacant, budgeted position within department) 

• Title of Current Position:
• Current Base Salary:
• Current Target Bonus (%): (Obtain from HR and enter % here)

• Complete New Position Section (above)

Position Information/Justification 
(Please describe the need for and provide a justification for the new/replacement/reallocated position.) 
(Enter text here.) 
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Talent Requisition Number:  

Recruitment Start Date:  

Fill/Hire Date: 

Employee Name: 

 

What are the 3-5 Key Performance Objectives/Expectations for this role in the first 12 months? 
(Enter text here.) 

Recruitment Preference: 

Internal with Website and Job Board Posting – Non-Confidential 

External Recruiting Agency (Note: Additional Fees Incurred can be 25%-33% of First Year’s Compensation) 

Confidential Recruitment 

No Recruitment – Identified Candidate (Referral) 

 
Please Email to Human Resources once completed. 

 
Requestor/Hiring Manager Approval: 
Signature:       Date: 
 
Department Head Approval: 
Signature:       Date: 
 
Finance Approval: (CFO if position not budgeted) 
Signature:       Date: 
 
Human Resources Approval: 
Signature:       Date: 
 
CEO Approval: (if position not budgeted) 
Signature:       Date: 
 

 

Section for HR Use Only: 
 
 
 
 
 
 
 


	Position Title: AD, CMC Small Molecules
	Date: 4/19/24
	Position Reference: TO-24-002 (revised)
	Hiring Manager: Amy Walia
	Hiring Manager Title: AVP, CMC Strategy and Portfolio Management
	Fulltime: On
	Parttime: Off
	ContractorConsultant: Off
	Exempt: Off
	NonExempt: Off
	Per Diem: Off
	Temporary: Off
	Enter a date: FY24, Q2
	US Remote International Enter Country: 
	New Position: On
	Budgeted: On
	Not Budgeted: Off
	Reallocated Position ie reallocation of vacant budgeted position within department: Off
	Position InformationJustification Please describe the need for and provide a justification for the newreplacementreallocated position Enter text here: This role is to support the ongoing and upcoming activities for DDM in the tech ops area. To date, we have been relying on a consultant but due to the increased activities he is not able to accomodate thet CGO needs. Additionally, as we preprae for later stages of development and commercialization, we need inhouse technical expertise in tech ops area. 
	What are the 35 Key Performance ObjectivesExpectations for this role in the first 12 months Enter text here: 

Review manufacturing batch records, protocols and reports related to drug substance and drug product. 

Provide subject matter expertise for manufacturing related activities to support the execution of PPQ batches 

Ensure manufacturing process related CMC documentation is complete, well organized and scientifically sound

Support the preparation of regulatory documents such as Module 3, Agency communications and questions 

Help troubleshoot technical issues


	Internal with Website and Job Board Posting  NonConfidential: Off
	External Recruiting Agency Note Additional Fees Incurred can be 2533 of First Years Compensation: Off
	Confidential Recruitment: Off
	No Recruitment  Identified Candidate Referral: Off
	Salaried: On
	Hourly: Off
	Department: Technical Operations
	Salary/Hourly Range: $166K - 178K - $190K (MF.CMCM)
	Range Increase Justification: 
	US Remote: On
	International: Off
	Enter Country: Off
	Check if Role will have Direct Reports: Off
	# of Direct Reports: 
	New Position: Annual Base Salary: $180,000
	New Position: Bonus: 20%
	New Position: Equity: 2,250
	Replacement Position: Off
	Replacement Position: No: Off
	Replacement Position: Yes: Off
	Replacement Position: Name of person being replaced: 
	Replacement Position: Current Base Salary: 
	Replacement Position: Target Annual Salary: 
	Replacement Position: Target Bonus: 
	Replacement Position: Equity: 
	Reallocated Position: Title: 
	Reallocated Position: Salary: 
	Reallocated Position: Bonus: 
	Talent Requisition Number: 
	Recruitment Start Date: 
	Fill/Hire Date: 
	Employee Name: 


