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Updated 20-minute video
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Welcome to Job Builder
f - Click Here for
n Single Sign-On (SSO)
This login page Is for current UC employees only.

Admin Sign In

Tool for managers to use when writing staff
(PPSM & Represented) job descriptions.

Provides access to UC Career Tracks Job
Standards for employees to plan and track their
job growth.

Acts as a repository for all staff (i.e. non-student &
non-academic) job descriptions.

Uses various workflows that route to the Manager
for initial editing, HR Partner for review and
revisions, and to the Compensation Analyst for
Classification evaluation.

Log-in by clicking on Single Sign-On (Select UC Berkeley + CalNet Authentication is required).
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My Job Tasks

» To begin creating a new job desctiption (JD) select Add New Job Description (then Select Base

Job to choose the job title you want)

o Every JD in JDX must have a Workflow started to save and edit in the system. Use the Formal

Classification Review, 3-step workflow.

o Tip: Add yourself to Step 1, search participant list by Last Name,First Initial (without a space)

» (Managers/Supervisors) Open the Jobs That Report to Me OR Department Library Quick Link
o Find the JD using the search menu, click once to select the JD, and select Workflows to

Start Workflow.

» (Managers/Supervisors) To view job descriptions of your Direct Reports select Jobs That

Report to Me.

o To find JDs without a Position Number or positions that are currently vacant, open the

Department Library Quick Link.

» (HR Partners) To find a job description, open the HR Library Quick Link.
o To initiate updating an existing description use the search menu to find the JD, click to
select the JD, and select Workflows to Start Express Workflow.

» To search and find a Job Standard open the Job Standard Catalog or Cateer Tracks Job Mattix.
Questions? Email UCB’s Compensation team at compdesk@berkeley.edu ot join a virtual drop-in session
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Quick Links

Build A Job Matrix

titles (can be used to compare different job functions and
levels).

Quick Link: Description: Used by:

Allows userts to search and view specific UC Job Standards. | All users

o (Includes information such as Job Code, Title, Generic

:= Scope, Custom Scope, Key Responsibilities, Salary Structure

Nl and more).

Job Standards Catalog

View Career Tracks Job Standards by a specific Job All users

H Function in side-by-side view.

Career Tracks Job Matrix

Customize and create a unique Job Matrix for various job All users

K

Jobs That Report To Me

View Job Descriptions of your Direct and Indirect Reports.
You can also begin a Workflow to start editing a JD in this
list. Every Job Description in Job Builder must have a
Workflow started to save and edit in the system.

*Note: if yout JD shows as “DEFAULT Conversion —
JOB STANDARD ONLY” then your manager will need
to update the JD in JDX before this is considered your
actual job description.

Users with one or
more Direct Reports
(i.e. Managers and
Supervisors)

(2

Manager Revise Job

Allows users with one or more Direct Repotts to revise an
existing job description in their unit. This can be used for
updating encumbered job descriptions but should not be
used for Reclassification Requests.

Users with one or
more Direct Reports
(i.e. Managers and
Supervisors)

Department Library

Allows Managers and Supervisors to find and view Job
Descriptions across their own Department (specifically
helpful when a JD doesn’t have a Position Number and/or
an Active Employee in the job). You also can begin a
Workflow to start editing a JD. Every Job Description in
Job Builder must have a Workflow started to save and
edit in the system.

If you need access to additional departments, please email

compdesk@betkeley.edu.

Users with one or
more Direct Reports
(i.e. Managers and
Supervisors)

Rev. 12 05/23
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Add New Job Description

Allows userts to create new job descriptions and/or submit
Reclassification Requests. Use Select Base Job to find the
desired JD template. When using this quick link, select the
Formal Classification Review 3-step workflow. Note:
Every Job Description in Job Builder must have a
Wotkflow started to save and edit in the system.

All users

HR Library

Allows HR Staff to find and view job descriptions across
campus. You can also begin a Workflow to start editing a JD
in this list. Every Job Desctiption in Job Builder must have
a Workflow started to save and edit in the system.

Note: If you are an HR Partner on campus and do not have
access to this Quick Link, please email
compdesk@berkeley.edu.

*This Quick Link is being updated to filter by
Departments in each Region

HR Partners

(>

HR Revise IDs

Allows HR Partners to initiate a workflow for job
descriptions across campus that may need to be revised
and/or updated. Every Job Desctiption in Job Builder
must have a Workflow started to save and edit in the
system.

Note: If you are an HR Partner on campus and do not have
access to this Quick Link, please email
compdesk@berkeley.edu.

*This Quick Link is being updated to filter by
Departments in each Region

HR Partners

)

View My Job Description

View your own job description in the system.

Note: if your JD shows as “DEFAULT Conversion — JOB
STANDARD ONLY” then your manager will need to
update the JD in JDX before this is considered your actual
job description

All users

) m—
o m—

My Job Tasks

Allows you to view all the active workflows that you are a

part of. This Quick Link will not show in your view if you
do not have any active JDs in workflow that you are a part
of. You can also view the workflow details using this quick

link.

All users that are part
of a workflow

Rev. 12 05/23
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Job Standards Catalog a

> The catalog lists all the UC Job Standards available in JDXpert.
> Each Job Standard includes information such as Job Code, Job Title, Job Family and Function
Descriptions, Generic Scope, Custom Scope, Key Responsibilities, Salary Structure and more.

Home Page Job Standards Catalog

X

[ Export ==«

All Job Families b

X ﬂ Clear All

uc Job

{ | system Title i Job Family > STDT SVC ADVISOR 2 (004574)
Search Results Only
Job Code: 004574

# Security and Public Safety © STDT SVC ADVISOR 1
& skilled Crafts and Trades (004573) 004573 Student Services Job Title: STDT SVC ADVISOR 2 (004574)
& Sports and Recreation
& Student Health Services Job Category: Professional
S [Student Services Job Level: Intermediate

Academic Achievement Cnsing

Admissions and Recruitment © STDT SVC ADVISOR 2 004574 Stsdent Services Job Family: Student Services

Career Services (eEry

Curriculum Planning
Financial Aid

Job Family Description: These functions describe the work at the
University involved in helping various student services such as

Figure 1

To Search for Job Standard by Job Family
1. Start by selecting a Job Family by either:

a. The drop-down menu labeled “All Job Families.” This gives a full list of the UC Job

Families.

b. Use the carrot (<) located to the left of System Title. (Figure 1)

i. Displays a drop-down list of all Job Families and specific Job Functions.

2. Click to select the Job Title you would like to view (see shaded grey STDT SVC ADVISOR 2).

3. On the far-right panel, you can view the Job Standard.

4. Use the scroll bar on the bottom to scroll from left to right to see additional information including if

the title is extended to UCB.

All Job Families

X ﬂ Clear All

[®» Export

> Job Category Salary Structure Job Function Description ~ Job Family Description Education E)étsended & <
Responsible for These functions exist
operations abo?rd 7 o primarily to su%port ,  High school diploma
Operational and seagoing vessel or lab  marine research sucl and / or equivalent
Technical Grade 17 ::g:g:gr:; e ;scr?;:;i?:;i by g':'r certification / i
research, including Oceanography at UC ErEE CE
some or all of the San Diego.
Involves the These functions
professional fth describe trgfhwork Bachelor's degree in
of the wil
Professional Grade 42 Absolute Returns asset safeguarding and fetacediansaland/don No
5 Rt equivalent experience
class in order to meet  maintaining the / training
specified investment University's portfolio of
goals for the benefit of assets on behalf of the
Involves the These functions Bachelor's degree in
professional describe the work related area and / or
management of the involved with equivalent experience
Professional Grade 43 Absolute Returns asset safeguarding and / training No
class in order to meet  maintaining the Advanced degree and
specified investment University's portfolio of / or working toward a
. goals for the benefit of assets on behalf of the professional
SCrOl l 'I'O 'I'he Far Il gh'l' These functions MBA / CFA and 8 or

Figure 2

[1l/s

b

Rev. 12 05/23




Printing a Single Job Standard
1. The Job Standards Catalog defaults to Grid View as shown in Figure 3. Select a Job Title you would

like to view
All Job Families v [@eExport e+
x Cear in-Line view ]
> System Title &J:b Job Family Job Sub Family > Able Seaman 2
Job Code: 005856
© ABLE SEAMAN 2
(005856) 005856 Marine Ship Operations Job Title: ABLE SEAMAN 2 (005856)
Job Category: Operational and Technical
Job Level: Level 2
© ABSOLUTE RETURNS -
INV ANL 2 (000514) 000514  Investment Management Absolute Returns Job Family: Marine

Job Family Description: These functions exist primarily to support marine
research such as provided by the Scripps institute of Oceanoaraphy at UC San

Figure 3
2. Change the view to In-Line View. (Figure 4)

3. Click on the Job Title. (Figure 4)

All Job Families v B Bxport -
< o (craview
+————— 2. Click on the Job Title /

1. Click on In-Line View
Job Code: 005856

Job Title: ABLE SEAMAN 2 (005856)

Job Category: Operational and Technical

Job Level: Level 2

Job Family: Marine

Job Family Description: These functions exist primarily to
support marine research such as provided by the Scripps
institute of Oceanography at UC San Diego.

Job Function: Ship Operations

Figure 4

5. This will open the print

[1/1] ABLE SEAMAN 2 (005856)

preview page. Here, you can
download the job standard as Berkeley Able Seaman 2
a Wofd ﬁle ora PDF by UNIVERSITY OF CALIFORNIA dek standaard

Cthlﬂg on thC l’CSpCCthC System Title (JD form name): ABLE SEAMAN 2 (005856)
. Job Code: 005856
buttons. (Flgure 5) Job Category: Operational and Technical
: Level 2
Marine
Job Function: Ship Operations

These functions exist primarily to support marine research such as provided by the Scripps
institute of Oceanography at UC San Diego.

Responsible for operations aboard a seagoing vessel or lab engaged in oceanographic research,
including some or all of the i gation, deck and cr activities, safety and
maintenance of vessel and all embarked persons, serving as officer of the watch, medical
support, maintenance of logs, reports, and inventories.

Job Family Description:

Job Function Description:

Personnel Program: PSS-Professional & Support Staff

Salary Structure: Grade 17

Default FLSA Status: Non-Exempt

Union Code: 99 - Non-Represented

Working Environment: Seagoing research vessel or lab, which may include extended periods of time at sea.
Generic Scope

Applies skills and job knowledge in area of specialization; may adapt procedures, operations, techniques, tools, materials, and / or
equipment to meet needs of area of specialization; may work on non-routine tasks; resolves issues / makes working decisions within
area of specialization or responsibility with minimal supervision.

Figure 5

Rev. 12 05/23 7




Career Tracks Job Matrix %

> View Career Tracks Job Standards in Side-by-Side view.

> Allows for comparison between Job Titles across a Job Function.

View Career Tracks Side-by-Side Select Job Function
Click [ (Figure 0) to select Job Function.
The icon will show a list of all the Job Families.

3. Click the “ # ”icon on the left to show specific Job

—_

9 Job Descriptions in selected group

N

Functions listed under each Job Family.
4. Select the Job Function that you would like and click
5. You can then either:
a. Click
i. Displays all Job Standards across a Job Function. (Figure 06)
b Click
i. Downloads all Job Titles in a Job Function into an Excel File which will allow you
to print. See also 6b for more information. (Figure 06)

Side-By-Side View X
Selected Jabs Side-by-Side Profile

9 Jobs Selected Career Ladder

[ Highlight Differences. [ Hide Identical Rows

Communications Health Care Manager 4 % ll Communications Manager 1 x | Communications Manager 2 <l Communicatiens Man;

Date Last Edited 1/1/1900 12:00:00 AM 1/1/1900 12:00:00 AM 1/1/1900 12:00:00 AM 1/1/1900 12:00:00 AT

System Title COMM HC MGR 4 (005598) COMM MGR 1 (000408) COMM MGR 2 (000409) COMM MGR 3 (000410

Is Title Extended to UCB No Yes Yes Yes

Job Code 005598 000408 000409 000410

uc Payroll Title COMM HC MGR 4 (005598) COMM MGR 1 (000408) COMM MGR 2 (000409) COMM MGR 3 (000410

Job Categaory Supervisory and Management Supervisory and Management Supervisory and Management Supervisory and Mana

Job Level Manager 4 Manager 1 Manager 2 Manager 3

HeiEealy Job Family: Communications Job Family: Communications Job Family: Communications Job Family: Commur
E Gene < . General [ < :

Job Family Description These functions describe the varicus These functions describe the various These functions describe the various These functions descri
modes of communication used at the modes of communication used at the modes of communication used at the modes of communicat
University and by various components of University and by various compenents of University and by various compeonents of University and by vari

Job Function Description Involves developing, implementing or Involves developing, implementing or Involves developing, implementing or Involves developing, i
executing a comprehensive, executing a comprehensive, executing a comprehensive, executing a comprehe
" y inary cor ¢ i y cor multidisciplinary comr
program; involves work in two or more program; Involves work in two or more program; involves work in two or more program; involves wor
communications disciplines OR work not communications disciplines OR work nat communications disciplines OR work not communications discip
otherwise covered in other otherwise covered in other otherwise covered in other otherwise covered in ¢

Environment Campus, medical center or other Campus, medical center or ather Campus, medical cent

jypreity cetting and varinis external ivereity eptting and varinus axternal <ptting and
Figure 7

6. After you click [INENErERNal you can:

a. resets the Career Tracks Job Matrix.

b. downloads an Excel file that displays information about selected Job Titles.
(Figure 7)

i. *Note, you can “x” Job Titles you wish to deselect and then click Export as Excel.
This allows you to select individual Job Titles that you wish to download.

c. Highlight Differences: marks the differences between Job Standards.

d. Hide Identical Rows: hides the rows that share the same information across different Job
Standards.

e. Is Title Extended to UCB: indicates “Yes” if this title is extended and “No” if not.

(Figure 7)

Rev. 12 05/23 8
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Build a Job Matrix [

> Ability to view UC Job Titles and allows for comparison between multiple Job Standards within
various Job Families and Functions.

> This is a valuable resource for HR Partners to utilize when comparing Job Standards before making
a recommendation to the Department/Manager on which Job Title to use when creating a new

position.
To Search for Job Families, you can o |
either:
X Filter v E Advanced @ show Active Jobs Only
1. Use the Filter function next to the search bar Fiker v Apprava Flsg s
. Filter by Job Category >
(Flgure 8) . Filter by IsRetired Flag >
. . . - FiterbyJobCode >
a. Click Filter bV ]Ob Farmlv and Select a > { Ambulatory Care Clinics or Cr A fitter by Job Description Name » [Center  Cardiovascular Services C
V l FT"” by Job Fa"'"‘l’ > the work performed at an ambulato
alue. Salary Structure Ambulato ?:ter :: t’b Fuzdumn z - Select 2 value .. ftient Sve |
. . MED OFC SVC CRI Fifter by Union Code CARE CLIN PARTNER (008893)
b. Select your desired Job Family. MED OFC S 7ob Descrtons Reauking Hy Review  Cagee CLIN PARTNER P (008554)
. MED OFC SvC cpy 0P Descriptions under review CARE PARTNER (008887}
2. Use the carrot (>) on the left side of the screen Hen o ey g My Faverie Tob Descrptions e prremee o0m552)
. . MED OFC SVC CRi Recently Viewed Descriptions \RE PARTNER PD (008884)
(Figure 8, carrot is located to the left of T oD or sve q Seaeh by Advanced lter Sreen T (00008

Ambulatory Care Clinics..). —
a. Displays a drop-down list of all Job
Families.
b. Click # to display additional Job Functions under each Job Family.
3. Hover your cursor on either the left or right arrows on top of the screen to scroll through the Job
Families. The “<” arrow can be seen to the left of Ambulatory Care while the “>” can be seen to the

right of Cardiovascular Services

General Steps for Building a Job Matrix
1. After Searching for a Job Family, select various Job Titles listed in the grey rows to create a
customized Job Matrix. You can select multiple Job Standards by holding Cttl/Cmd when selecting.
a. *Note: Job Standards with a STEPS Salary Structure ate represented jobs
4. Click on to view the Job Standards and compare. (Figure 9)
5. Once you’ve selected the job titles you want to compare, Click

Selected Jobs X

Side-By-Side Select All Clear Selected

Action Job Description Name Column Value Row Value

Ga 43t ?DE{;O;&PS?CE TCHN 2 Aerospace Engineering  STEPS
e Development

(374 DEV TCHN 3 (007172) Engineering STEPS

(b2 ***  DRAFTING TCHN (007103) Drafting STEPS
... RSCH AND DEV ENGR 2 Research and Dev

g (007119) Engineering Cadcb?
... RSCHAND DEV ENGR 1 Research and Dev

G (007118) Engineering Grade 20
e Professional

/g ENGR SPEC 2 (004322) ETHTEIE Grade 21

Figure 9

Rev. 12 05/23 9




Side-by-Side View

*  The Side-by-Side view shows a comparison chart between the selected job standards. You can also

click “x” to deselect any Job Standards you wish to delete. (Figure 10)

=2 tescts the matrix and the jobs selected.
o downloads the Job Standards selected as an Excel sheet.
By checking Highlight Differences, the system will mark the differences between the job

standards in yellow.
O By checking Hide Identical Rows, it will hide the similarities in the job standards and

display the unique characteristics.

Side-By-Side View

Selected Jobs
6 Jobs Selected

[ Highlight Differences

Date Last Edited
System Title
Job Code

UC Payroll Title
Job Category
Job Level

Job Family

Job Family Description

Export as Excel Edit Profiles

[ Hide Identical Rows

Side-by-Side Profile
Career Ladder

AEROSPACE TCHN 3 (008326) x ll DEV TCHN 3 (007172) DRAFTING TCHN (007103) X

1/1/1900 12:00:00 AM
AEROSPACE TCHN 3 (008326)
008326

Not Leveled

No Level

Job Family: Engineering
Quh-Famihr Aarncnare Frninesarinn
These functions describe the various
types of engineering at the University

from professionally licensed engineers,

development engineers, and drafters.

1/1/1900 12:00:00 AM
DEV TCHN 3 (007172)
007172

Not Leveled

No Level

Job Family: Engineering

Quh-Famihsr Navselnnmant Fnainearina
These functions describe the various
types of engineering at the University
from professionally licensed engineers,
development engineers, and drafters.

1/1/1900 12:00:00 AM
DRAFTING TCHN (007103)
007103

Not Leveled

Mo Level

Job Family: Engineering
Quh-Familus Nreaftinn

These functions describe the various
types of engineering at the University
from professionally licensed engineers,
development engineers, and drafters.

Figure 10

Rev. 12 05/23
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Jobs that Report to Me 65

View Job Descriptions of your Direct and Indirect

oA e
. . . . S h
O Jobs under this Quick Link only appear if the e v PrTT &
0.0 o o y Jobs v
correct position number is included on the Job
Description template in JDX AND is a filled S T
.. Side-By-Sid: Workfl g
p081t10n. ide-By-Side Ll ow
Action Job Description Name Status of Position Descri Position Number
Easily revise and edit a job description through this A p---70000 DEFAULT
Quick Link (Click & select the JD, click 0y Q) . JD-FMHUM-007394-  DEFAULT Conversion - 401c:00e
23023 JOB STANDARD ONLY
“Workflows”, and Start Express Workflow). e r—
B ea70 & "~ Classified 40170014
NOTE: For Classified JDs you can use the Minor B | O IDFWHHS000333 | qageified 40149704
Update to JD 1-Step workflow. For DEFAULT JDS BAD DRI o
or JDs without a Status, you should use the Formal
Classification Review 3-Step workflow when writing Q[ Jo-FWHHS-000562- | clafieg 40144719
the description for the purposes of recruitment.
b purp 0o Q 16;903";“’““5‘000552‘ Classified 40159641

SRS Use the Shift key to select and Fgure 11

highlight multiple JDs. The Side-by-Side view shows a

comparison chart between the selected JDs. See more information on page 8.
Actions:

[(» © View:allows you to view the Job Template, not editable.

52 o Employees: view the employees that encumbers this job.

o Set as favorite: when favorited, it allows for the ability to “Filter by My Favorites” which
may help locate these JDs faster.

To Revise a Job Description

1.
2.

Click & select the job that you would like to revise (highlights the job row in grey).
Click on [[EEZIEIE and Start Workflow. Choose between the different workflows. There is
additional information available in the Workflows section of this User Guide.

Select participants and click Start Workflow. Remember to include yourself in the first step if
you want to Edit the JD immediately.

a. Tip: search for participants by last name, first initial with no space. (ex: Doe,]) Note: select

the “Primary Record” for all participants that are a part of workflow

Click [l The Job Description Review task will appear in the Task Bar on the home page
for each participant.
Double click on the JD under Tasks on the Home Page to start editing the JD. Remember to click
Save on the bottom to save your progress.
Approve your step by clicking on the Thumbs Up icon in the green banner to move it to the next

step in workflow or to Finalize the Workflow.

2. You can view the progress of this workflow through the “My Job Tasks” Quick Link.

Rev. 12 05/23 11




Manager Revise Job E}

Search

Uncheck All

(000569,
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Figure 12

0 N LAB) SHS MGR 1
FAC MGT SPEC 4

[ PROJECT POLICY ANL
4(007399)

[ PROJECT POLICY ANL
4(007399)

Allows Managers & Supervisors (anyone with a Direct Report) to revise an existing job description.
This can be used for updating existing job descriptions but should not be used for Reclassification
Requests.

This Quick Link is particularly helpful to find and edit JDs that do not have a Position Number or
include a Position Number that does not have an Active Employee in the job.

Select Multiple Jobs X Revise Job Description [Auth Setting File: X

StartWorkflowOnExistingJobDescription]

[No Job Descriptions Selected]

X Fiter v m Advanced
Selected Job(s)
Action Job ID Job Code Job Name Version Add Job
U 65242 40757293 ID-IGIGI-000569-11459 0
UC Payroll Title: ID Job Description Name Department Name: *Position Number: Num EEs V'
Innovative Genomics
65242 ID-IGIGI-000569-11459 Instiute (16161 40757293 10
Innovative Genomics Select Workflow
65244 JD-IGIGI-005196-12952 Institute (IGIGI) 40191285 10 C
v @
Innovative Genomics
65249 ID-IGIGI-007399-10781 Instiute (16161 40796728 10
Innovative Genomics
65250 JD-IGIGI-007399-11026 Institute (IGIGI) 40737380 10
Start Workflow
Figure 13

To Revise a Job

1.
2.

Click

Check the boxes on the left for the jobs that you would like to revise. (Figure 12)
a.  You can use the Search Bar to search by Job ID, Position Number, Form Name, etc.
Select the job you’d like to revise. Then click
a. The pop-up screen will display the selected job along with some functions. (Figure 13)
e Actions:
(& o View Job: allows you to view the Job Template, not editable.
D 0 Delete: allows you to remove Job Description from the revised list.
Select between the Workflows from the drop-down options, more info in the Workflows section.
Add appropriate participants to each step of the workflow. Remember to include yourself in the
first step if you want to Edit the JD immediately.
a. Tip: search for participants by last name,first initial with no space. (ex: Doe,]) Note: select
the “Primary Record” for all participants that are a part of workflow

Click the Job Description Review task will then appear in the Task Bar on the home
page for each participant.

Double click on the JD to begin revising the Job Description. Remember to click Save on the
bottom to save your progress.

Approve your step by clicking on the thumbs-up icon in the green banner to move it to the next
step in workflow.

EPLREO =

a.  You can view the progress of this workflow through the “My Job Tasks” Quick Link.
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Department Library

> This allows users (Managers/Supervisors) to search a department-wide Job Description Library using
text search and quick filters. [Direct Manager User Role & User Role 2]

>  Use this quick link to find JDs that are missing Position Numbers. JDs not found in your Jobs that
Report to Me will be visible here.

Home Page Department Library

Search

X Filter v ﬂ advanced (@ Show Active Jobs Only [ Export D) Archives
Showing 60 of 13567 Records Max Records
Select None  Select All  selecte 300
Action ID  Position Number UC Payroll Title: Job Code System Title <
@<=+ 120467 40190528 (LQC?&RQ;EL LGRS 494 ID-FMHUM-000494-25965 .
@D+ 120469 40152848 (ngg‘kg:)ﬂ REPR4 | 4og ID-FMHUM-000495-25429 7 )
@D+ 120470 40192125 e O ID-FMHUM-000495-25730
@+ 120471 40152848 (L“;‘g&"gg)ﬂ REPR4 | 4o ID-FMHUM-000495-26345
@D+ 120472 40152848 (LQDB&';:JEL REPR4 | 495 JD-FMHUM-000495-26493
[Z O+ 120473 40146785 (EnMnFoL«g\;?E BELRECR 4P, o7 ID-FMHUM-000497-22068
@<=+ 120474 40152087 (ES‘DPOL“OQ\‘%E RELREPRZ: L9z ID-FMHUM-000497-23060
@<=+ 120475 40154574 (E‘;g‘:;%";f REERERR Sl o7 ID-FMHUM-000497-25675
5 Yars | 1anaze_annaces EMPLOYEE RELREPR 4 1 T S T
Figure 14
1. This Quick Link automatically has “Recently Viewed Descriptions” checked. TIP:
Uncheck “Recently Viewed Descriptions” (select the red “x” to Remove Filter) to Uncheck the
view all JDs available in your department. automatic filter
o Ifyou need access to additional departments, email the request to “Recently Viewed
compdesk@berkeley.edu. Job Descriptions”
2. 'The system title is the same PD Form Name in the Old Job Builder. JDX does not | to see a full search
include the Version Number in the form name.
3. If the “Status of Position Description” indicates “DEFAULT Conversion — 7

JOB STANDARD ONLY” then the manager of the position may need to update Job
Builder/JDX with the actual Job Description information before the employee can view in the JDX
platform. Refer to “Make Updates to a Job Description.”)

e Actions:

Q o Set as favorite: when favorited, it allows for the ability to “Filter by My Favorites” which
may help locate these JDs faster.

* Sclect a Job, on the right panel (click the carrot icon), there will be:
[& o Preview: allows you to see the print version of the JD. You can download as Word/PDF.

282 o Employees: allows you to see employees assigned to the JD.
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How to Download JD as Word/PDF: R

Max Records

1. From the Department Library, select a O - e -
P T .
JD. Cth on the Preview icon EQ @V 141272 TEMP_2178 (ogizy R ol . B @R < o Click Preview Button l:l
This will open the print version of the @OD [ememy |G e Berkel FINANCIAL ANL MGR
_]D on the right (Figure 1 5) GCD 141419 TEMP_2248 FINANCIAL AL GR 1 “_er (G Gy 1(000212)
. SR 07 Qe m— Jeb Description
@OQ | 136268 Tep_ 1408 gommasmcs
2. Although there are 4 ways to download i 108 DETALLS
@O ae1236 TEWP_2160 WaR 4 (006745 " |0 Date Last Edied 1/1/1900 12:00:00 AM
a JD, Word and PDF are the best @O | 135267 Twr 1578 scsommena i, ;E;:Z:SE:::}-DW
options . PO 1m0 Tewe_tazz ST SuC MR 3 e o373
System Title (JO form JD--000212-841272
Click on either icon to: Figure 15

» Download as Word
» Download as PDF

3. Afterwards, there will be a confirmation screen pop-up. Click Download File(s).

Make Updates to a Job Description
1. Click & select the job that you would like to revise (highlights the job row in grey). (Figure 15)
2. Click on the [EZEbutton and Start Express Workflow.
3. Select between the Workflows from the drop-down options, more info in the Workflows section.
Add appropriate participants to each step of the workflow. Remember to include yourself in the first
step if you want to Edit the D immediately.

e Tip: search for participants by last name, first initial with no space. (ex: Doe,]) Note: select
the “Primary Record” for all participants that are a part of workflow

Search

127450 X Filter vﬂ advanced (@[ Show Active Jobs Only

Select None t A elected: 1

Start Express Workflow

Workflow History nber Employes Name: UC Payroll Title: Job Code

Set A d Fl
St Approved Hiag 40147378 BUS SYS ANL 3 (007584) 007584

4. Click ST . then “x” out of the pop up window which is simply confirmation that the
workflow was started. The Job Description Review task will appear in the Task Bar on the home
page for each participant.

5. Double click on the JD under Tasks on the Home Page to start editing the JD. Remember to click
Save on the bottom to save your progress.

6. Approve your step by clicking on the Thumbs Up icon in the green toolbat/bannet to move it to
the next step in workflow.

a.  You can view the progress of this workflow through the “My Job Tasks” Quick Link.
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Add New Job Description

> This quick link allows you to create a new job description or submit reclassification requests.

> JDXpert offers the Search Library function that can be found throughout different sections when

editing & customizing a job description. These job descriptions can be saved in the system and be

retrieved later.

Overview Add

Edil Job Description  (Copy of 'JD--007377-125839")

Paste List

% spell check [0 Preview Pane  FTi Split Screen  /i\ Form Errors (14)

@ Far
J0b Details [8) £ RESPONSIBILITIES Tolal Percerntaye:0%

Content Search

Key Responsibilities Duties are listed in order of greatest importance. Other responsibilities may be assigned.

Responsibilities o e Checktt
Knowledge, Skills, ssential
® and Abilities Manages, plans and administers a range of administrative operations in a small to medium academic Q o -
(KSAs) department, or a small to medium non-academic department or program.
Supervision Administrative operations include budgetary financial management and human resources and may include Q o ~ O
some of the following functions: IT, facilities, student services, and / or contracts and grants.
Appointment Details Develops and prepares budgets and financial reports for funding which may be complex. Q o ~ 0O
th\w"\ Salving Performs recharge administration. Q o o
Examples
Provides input into non-technical portions of grant and contract proposals. Q o ~ O
vl Coordinates and participates in a variety of human resources activities including employment, training, Q o -+~ O
classification, and ensuring the completion of forms and documents related to HR and Payroll for unit /
department.
Gathers, analyzes, prepares and summarizes financial and HR reports. Q o ~ O
Repoing May supervise a small staff of support employees and / or students. ~ 0
Requirements and Y sups P ploy: ! Q o
Critical Positions Performs studies for resource plans, including approaches, trends, sources and uses. Q o ~ 0
TR Serves on committees, representing department / unit. Q o ~ O
Assists in the design and drafting of organizational website content; drafts newsletters and correspondenceto Q. 0 ]

)

Figure 16

Step-by-step instructions for adding a new JD and/or starting a reclassification.

Add a New Job Description

1. Select Base Job = which is the Job Title/Job Code you want to use for the JD.
2. Search by the job code or job title, click the title once, JastS8] Select and Close |
3. Next, Select the Workflow from the drop-down menu. More information in the Workflows section.

Add New Job Description [Auth Setting File: X
StartWorkflowOnNewJobDescription]
You are now Building your New Job

Step 5
Position No. New Job Title
TEMP_2389 ACAD ACHIEVEMENT CNSLR 2 (004500)
Unique Job Name
Step 3 Job Standard: ACAD ACHIEVEMENT CNSLR 2 (004500)

Select Workflow

Figure 17: Add a New Job Description

Step 6

4. Choose the Formal Classification Review

wortkflow if unsure of which wotkflow to choose

a. Add yourself to Step 1 and
any others in your unit that
need to review/edit the JD.

b. Add your HR Partner to
Step 2.

c. Lastly, add your Comp
Consultant to Step 3.

was started.

TIP:

Search by Last
name,First initial
with no spaces (ex:

Doe,))
7

5. Click on Start Workflow, then click on the "x" to
close the next screen that displays the workflow that

6. The job description will then appear on your
Home Page in JDX under Tasks

Double click on the JD name to open it up and

edit. Remember to hit Save on the bottom to

save your progress.
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7. Make edits to the job description template, Save and Close when you're done making edits.
a.  You can return to the JD and continue making edits.

b.

Once all edits are complete, hit save on the bottom, and then select the Thumbs Up icon

in the green toolbar to approve the JD to the next step of workflow (i.e. in this case it would
route to the HR Partner as the HR reviewer).

8. You can view the progress of this workflow through the “My Job Tasks” Quick Link.

Content Search C)\

>

When you are actively editing the Key Responsibilities and Knowledge, Skills, and Abilities (KSAs)

sections of the JD, you can use the function called “Content Search.” This can be found in the
toolbar under the KKSAs section. Content Search can be used to provide relevant existing information
in the database that can be applied to the blank job description template.

o This feature uses Artificial Intelligence. It is available in certain sections when editing a Job

Description.

o Used to provide relevant existing information in the database that can be applied to JD.
Content Search Options via Smart/Detailed/Specific Search
Under the selected JD, there will be related Job Functions that will pop up as suggestions

1. Smart Search: returns individual job

characteristics across selected Job Family (Fig. 13)

a.  The Search Bar will auto-populate by

Job Title. The bottom of the search bar
is suggested JDX jobs similar to the job

standard you selected previously.
b. Ability to select multiple descriptions
that match your job.

c. A special feature is the ability to click on

“More Like This” which gives similar
variations of the KSAs.
2. Detailed Search: categorizes job characteristics
by individual Job Functions and Key
Responsibilities. (Figure 18)

a. Left side: displays suggested Job
Functions that match your selected Job
Family. The jobs under the search bar

will now be shown on the left-hand side

of the screen.
b. Right side: KSA’s for selected Job
Function pop-up on the right
*  You can switch between the two by clicking the
button on the right labeled with these
Names. (Figure 18/19)
3. When you are finished highlighting all the

descriptions that you like, click [f¥s[sgzeJ[s]s} On
the bottom right.

Search for KNOWLEDGE, SKILLS AND ABILITIES ('JD--004500-138149', "JDXpert Master Template')

Related KNOWLEDGE, SKILLS AND ABILITIES for

10--004500-138149

Student Services | <

[[student Services speciiist (Heatthcare) | [ Student Academic Advisor (Heslthcare)

X Student Services / Academic Achievement Cr: Reset