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All “blurbs” must be approved by OHR.

NOTE:  Please include in your email for blurb approval information regarding what distribution you want (i.e., availability letters, division-wide email, department-wide email, disbursed to other state agencies, etc.).

Availability Letter Only Blurbs:


Department Name


Division Name



Section Name


Bureau Name


Position Title


Position Number


Work Hours (May indicate if Flex Time is allowed)


Position Location


Overview of Duties


Required Special Job Requirements (travel, overtime, certifications, etc.)


Desired Educational Qualification Experience Requirements


Desired Skill Requirements (SAMII, Database, Excel, etc.)


Documentation Required (Resume, Application)


Notification of Skills Test, if applicable

Additional Required Information for Internal and/or External Distribution:

Response Deadline

     Contact Information

· Name, Email, and Telephone Number

· Newspaper-Mailing Address or Email (Telephone Number-Optional)

Follow the guidelines located at: http://health.mo.gov/information/news/fridayfacts/index.php for Friday Facts publication.


Internal/External Position Announcement “Blurb” Checklist
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