Introduction to the

JOB DESCRIPTION

MANAGER
This User Guide covers the following topics:
•
•
•

Creating a Job Description
- Creating a New Blank Job
- Creating a New Job
Reviewing and Approving a Job Description
Options

CREATING A JOB DESCRIPTION
Creating a New Blank Job
1.

From the DASHBOARD click
My Jobs.

2.

To create a job description
with your own content, click
New Blank Job.

3.

If you choose to create a job
description using New Blank
Job, enter the title of your job
and click Save.
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4.

After clicking Save, click
Editor within the tabs under
the job title.

Note: Because you chose to
start with a blank job description,
your editor will not contain any
content until you add it.
5.

Enter the job description
for this job within the Editor.
Within the editor, you can:
• Start typing / developing
your description directly
within the tool.
• Copy and paste in this
section, with the tool
retaining formatting.
• Use the import job
function to upload a job
from the database.

6.

Click Save.

Creating a New Blank Job
In leu of creating a job
description from scratch, you
have the option to choose a job
description from a database of
pre-defined job descriptions.
1.

2

Within My Jobs, click
New Job.
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2.

You will receive a pop-up
allowing you to enter a job
title within the search field.
Enter the whole title or a
single word within the
Search by job title field.

3.

Enter a keyword and click
Enter on your keyboard.

4.

Click one of the job titles
within the search results.

5.

After clicking on your desired
job title, you will receive a
detailed job description for
that job.

Job Description Manager User Guide

3

6.

Before you save the job
description to My Jobs, you
will have the opportunity to
tailor the job description to
your organization’s needs.

7.

By expanding the sections,
you may have the option to
add or remove items from
that section.

For example: Click on the
Abilities section to expand. Then
click the Items drop down. Here,
you have the flexibility to add all
the Abilities associated with this
job description or only include a
few.

8.

You also have the ability to
remove sections from a job
description. Uncheck the
checkbox within the section
header to remove the whole
section.

9.

Once you are done customizing your sections, click Save
New Job.

10. After saving your Job Description, you will land on the
General tab within My Jobs.
11. Click the X in the upper
right-hand corner of the job
description to collapse the
expanded view of the line
item.
12. Click the Editor tab to go to
the editor.
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Note: Because the abilities section was removed in the previous
step, you will not see the abilities
section within the editor.
The editor allows you to assign
different font types, sizes, colors
etc. to your job description. You
can also remove and add your
own content to the job description.
13. If you want to add content
from another job description
to the job description you are
currently working on, you can
click Import Job in the upper right-hand corner of the
editor.
14. Enter a job description or
keyword within the Search for
job title field and click Enter
on your keyboard.
15. Select a job description of
your choice.
16. Similar to when you are creating the job description, you
can add and remove content
and sections.
17. Once you’ve made your
selection / deselections from
the job you are importing,
you can either replace the
content of saved job with the
content of the imported job,
by clicking Replace.
18. Or if you want to add content
from the imported job to the
saved job, click Append.
Note: Your added content will
be added to the end of your job
description within the editor.
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19. After you are done editing
your job description, click
Save.

REVIEWING AND APPROVING A JOB DESCRIPTION
1.

With Job Description Manager, you have the option to set
up an approval process for
each job description.

2.

Click the Review/Approve
tab within My Jobs and then
click Add.

3.

If you’ve previously created Reviewers / Approvers,
select the person by clicking
the name within the Review
Item: Add/New drop down.

4.

Click Add Reviewer (see
step 25 on how to proceed)

5.

If you haven’t created a
reviewer/approver or want
to add a new person to the
approval process, click Add
New User in the drop down.

6.

Enter in the Reviewer/Approver’s Name, Email address, and Job Title.

Note: Approvers/Reviewers DO
NOT need to be Job Description
Manager users. You can add
any person you chose.
7.

Click Add User.

8.

Click Done
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9.

After clicking Add User, the
new user will be added to
the approval process. To add
another user, click Add.

10. When you are ready to start
the approval process, click
Start.
11. After adding the appropriate
people to the approval process, you will see the approver’s name, job title, and the
status of their approval.
12. At any time during the approval process, you can click
Stop to stop the approvals
from continuing from person
to person.
13. Once the approval process
is started, the first approver /
reviewer in the workflow will
receive an email with a link.
Click on the link within the
email.
14. If the reviewer / approver is
reviewing/approving a job
description for the first time,
they will receive a dialog box
asking for a password. They
will need to enter a password
of their choice that will allow
them access to the approval
page.
15. The approver / reviewer will
be directed to a page where
they will see the job description. The approver / reviewer
can make their edits within
the editor on this screen.
16. Once edits have been made,
the reviewer / approver must
click Save.
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17. After clicking Save, a popup will appear allowing the
reviewer / approver to set
their status as Approved,
Approved w/Changes, or
Rejected.
18. This will also be the place
where the reviewer / approver will add any comments
related to their review of the
job description.
Note: Comments made within
this popup window will display
within the History tab, explained
in step 21.
19. As the approvals are going
through the process, you
are able to see the statuses
within My Jobs.
20. You can also track what
job descriptions are being
reviewed within the Home
page.
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21. Within My Jobs, you can also
keep track of the comments
and statuses of each job. By
clicking on the History tab
within a job description, you
can see the comments the
approvers left and the status
they set when they reviewed
the job description.

OPTIONS
1.

The Options page allows you
to customize the columns
within My Jobs, add Reviewer/Approver Users, and
expert job description formatting features.

2.

To customize your headers
within My Jobs, click on one
of the column headers to expand to show more detail.

3.

Click the edit icon to change
the column name. Click on
the save icon.

4.

To add a value to show in a
drop-down selection within
My Jobs, enter that value
within the Label field.
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For example: Heather and
James were both added within
the HR Manager column. This
allows you to select from a drop
down to chose who is the HR
Manager for that job description.
Values within a dropdown can
be names, words, numbers,
symbols, etc.
5.

To select a value within a
column for a specific job
description, go to My Jobs,
click on the General tab, and
click within the custom column field to display the drop
down

6.

Select a value within the
drop down.

7.

You will see your value within
My Jobs and in the Custom
section of the Dashboard.

8.

Within Options, you are also
able to add Review/Approval
users.

9.

Click the section labeled Review/Approval Users to see
an expanded view.

10. Click the Select User drop
down and select Add New
User.
11. As you did within the approval process, you will enter the
user’s name, email address, and job title.
12. Click Add New User. This will
add the user to the user drop
down when you are assigning reviewers/approvers.
Note: You can also click the
“Other” drop down to remove
a user from the user list or reset
a user’s password.
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