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Why Manage Job Descriptions?

A Critical Issue for Strategic HR/Compensation

. Protect your company from Benchmark/Evaluate
. regulatory sanctions-- jobs to compensate
FLSA, ADA, Equal Pay employees fairly
Develop an equitable
Identify and manage salary structure

. bottom performers

Identify and retain top

performers

Evaluate employee
productivity & performance

»
7y

Recruit the right people

é-'n‘

Protect your future with
effective succession plans

Y

Motivate employees with
engaging Career Paths

. . . Identify Employee
A clear understanding of the Job is Required to: Training Gaps
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ROI of Knowing Your Jobs

https://zdoc.site/managing-an-organizations-largest-
cost-the-saba-software.html

* In most organizations, total Other
human capital costs average .
nearly 70% of operating expense.  oter coss

* Yet in a 2018 Buck survey, NOT
onhe company surveyed was Inconsistent
completely satisfied with theirjob ™
descriptions and only 28% said
they were somewhat saftisfied.

Outdated

Inconsistent w/
actual duties of
job
Somewhat
Satisfied w/ JDs

HC or
Workforce
Costs

http://www.hrtms.com/blog/survey-says



https://zdoc.site/managing-an-organizations-largest-cost-the-saba-software.html
http://www.hrtms.com/blog/survey-says

ROI of Knowing Your Jobs

* Job data is a foundational element

* Job information is the cornerstone

of what we do:
 Human Resources
+ Talent Management
« Compensation

Where do we keep this critical dataset?

THE JOB DESCRIPTION

Jd<pert e

We make it easy to create and manage top notch Job Descriptions and share them across the enterprise, while giving our clients
huge boost in complying with state federal regulations

JOB INFORMATION

Date: 6/19/2020 1:29:14 PM
Title: Director - Compensation
FLSA Exempt

OB SUMMARY

Establishes, maintains, and administers the organization's compensation system. Reviews and makes recommendations to senior
management regarding changes to existing programs to remain competitive and in line with market. Researches pay scales for
each position and consults surveys to identify the correct level of compensation. Assists Senior VP - HR with executive
compensation decisions and administration.

Essential Functions

Essential Functions % TIME
Evaluates current rewards programs and determines competitiveness in the market. 30%
Makes recommendations for both current and future programs regarding design, administration, and employee 20%
communications.
Implements any new plans or changes to existing performance management programs and their reward structure. 20%
Manages a small compensation team that administers the annual merit and incentive process, assists with proposal
pricing, market data analysis, base and variable plan administration, SCA labor determination and survey 20%
participation.
Assists with severance program and approves and provides recommendations to salary packages to HR personnel. 10%
Additional Responsibilities
QUALIFICATIONS
Education
Education Level Education Details Reg/Preferred
Master’s degree in Arts/Sciences (MA/MS) MBA Regquired
Doctoral Degree (Ph.D.) Preferred
Work Experience

Expenience Experience Details Regq/Preferred
4-6 Years in Management Req Required

Knowledge Skills and Abilities

Skills Proficiency Required/Pref




Agenda

Better Process

o

Rethink Job Analysis
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Job Description Writing Best Practices

DOTHIS (&)

Use standard, generic language
Say this: Electronic medical record system

Include minimum details:
Distributes pharmaceutical supplies obtained
from the in-house Pharmacy.

Mention something once in the proper section
of the job description

Do this: Address communication,
collaboratfion, accountability, etc. in the
Competencies section

jdXpert

NOT THIS

Reference location, computer system,
department
Noft this: EPIC

Do not add unnecessary details:

Walks to the Pharmacy to pick-up
pharmaceutical supplies and distributes to the
Cardiology wing.

Include multiples times (duplication,
redundancy)

Noft this: Add KSAs/Essential Functions for
communication, collaboration, accountability,
etc. when already covered in Competencies.

JDXpert.com | © JDXpert. All Rights Reserved.



Job Description Writing Best Practices

Describes the job

Use clear language

Accurate and Current

Consistency

jdXpert

Describe the person/individual

Use vague, confusing, flowery, overwritten

Fail to describe what colleagues actually do

Similar jobs with different job descriptions OR
Same job description for dissimilar jobs

JDXpert.com | © JDXpert. All Rights Reserve



JD Legal/Compliance Best Practices

DO THIS

(=)

Avoid “permanent position” or “retention”

Avoid creating FLSA classification issues

CLASSIFY YOUR JOBS

Use nondiscriminatory language
Don’'t Violate Privacy

Have employees sign-off on their Job Descriptions
on hire, when the job Changes or at least annually

jdXpert

NOT THIS

Undermine “at will” employment

17 ki

« Use “Eligible for overtime pay”, “exempt position” or
“salaried position.”
« Do Not Publish FLSA Status to Employees

Reference gender, race, age, religion or other
protected classes

“...single able spend full energy on the job”
“...candidate must not have other work commitments”

JDXpert.com | © JDXpert. All Rights Reserved.



Job Description Elements

- Job Aftributes JdXpert Accountant 1

JOB INFORMATION

- Job Indicative Information

Req/Preterred

o Required

Title: Accountant 1 beantly | weign:
Locations: Corporate
shin Day

O M .I_' | f .I.' Repors To. Manager - Accounting ciency Req/Preterred

. rganization Information inasd B SRS
Olvison. Operations Required et to perform the
Sector Contact Center
Department Contact Center

Required

«  Description/Summary .

JOB SUMMARY

Prepares balance sheets, profit and loss statements, and other financial reports. Responsibilities aiso include

analysing trends, costs, revenues, financial commitments, and obligations incurred to predict future revenues
X 's fi ing T

and expenses. Ag reports s finances to using TPS reports, and offers [ P

- Essential Functions e e gom Sla

ESSENTIAL FUNCTIONS

°Lce M Essential Functions % TIME
® l ’ G I I < : O I O I I S Makes choices relative to day-to-day work and work flow 5%
Analysis and of routine reports and and Pl
and 5%

. Physicgl Demands/ Working Conditions e o st s o s

Assist CFO with 401(k) system.
Manage petty cash account.

20 Ibs

L]
A 201s
) ‘ Or r ] e'l'e n( :Ies QUALIFICATIONS o I
Education Die et to perform the
20

Eoucation Lave! Eucation Detalls
Bachelor’s Degree in Arts/Sciences (BA/BS) Accounting
Y Fifth year college or university program certificate  MBA
Fifth year college or y program In Required bs
h or department.
fons from other

st approach.
topics
team and the

udementary
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Best Practice: Job Attributes

Used for compliance, classification, and details about where the job is performed

Indicative Information Typical Elements
«  Job Code

«  JobTitle
*  FLSA Classification
«  Grade

«  Date Created/Revised

+ Reviewed by

Organizational Information

«  Business Unit/Region/Division, efc.
*  ReportsTo

+  Locations

«  Departments

jdXpert

jdXpert

JOB INFORMATION

Date: 6/30/2021 11:36:49 AM
Title: Accountant I

Locations: Corporate

Shift: Day

Reports To: Manaager - Accounting
FLSA Exempt

Division: Operations

Sector Contact Center
Department: Contact Center

Career Stream/Level: Professional/ Specialist

Accountant I
Job Description

JDXpert.com | © JDXpert. All Rights Reserved.




Best Practice: Job Summary

Used for Recruiting and market pricing — The elevator pitch for the job
A job summary is sometimes referred to as the primary function, the job purpose, or general

purpose of the position
Description of the most important
functions of the job

Explanation of how the job fits into
the organization

Best Pracftices
v Keep it brief — about 75 words or less

v Use sentences rather than bullet
points

v Do not list key responsibilities
Use clear, simple language
v Write essential functions first

(\

jdXpert

JOB SUMMARY

Prepares balance sheets, profit and loss statements, and other financial reports. Responsibilities also include
analysing trends, costs, revenues, financial commitments, and obligations incurred to predict future revenues
and expenses. Aggressively reports organization's finances to management using TPS reports, and offers
suggestions about resource utilization, tax strategies, and assumptions underlying budget forecasts.

JDXpert.com | © JDXpert. All Rights Reserved.




Best Practice: Essential Functions

Used for Compliance (ADA/FLSA), Performance, Recruiting
- Basic job duties that an employee must be able to perform, with or without reasonable accommodation.

Why a function could be considered Essential
Reason the position exists is to perform that

function ESSENTIAL FUNCTIONS
Large amount of time spent performing @ _ _
. Essential Functions
function
Consequences of not performing that
func-l-lon are severe Essential Functions % TIME
. . . . Makes choices relative to day-to-day work and work flow. 15%
FUﬂCTlOﬂS are ||STed INa CO”eChve Analysis and preparation of routine accounting reports and non-routine and semi-complex accounting 15%
H and bookkeeping assignments.
bOrgomlng Ogreemerﬂ Generate monthly results reports for review by Controller and Senior Management 15%
Ncﬂ'ure Qnd Scope Of Work Maintain accurate company control documents and standard operating procedures 15%
L. Assist Senior Accountant with payroll system and payroll related items. 15%
Limited number of other employees Oversee all aspects of the general ledger 15%

whom the function can be distributed

Function is highly specialized, and person in
position is hired for expertise

CI X
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Best Practice: Essential Functions

- Employer decides what the job is and what functions are required
+  Employer can set standards and do not have 1o justify them

«  General enough to apply other places in organization; concise enough to provide
accurate description what the role actually does

- Start with action words (i.e. manages, assists, directs, etc.).

* Include percent of time

- Exempt/Non-exempt (CA)

CI X
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https://files.hrtms.com/content/public/hrtms/ActionVerbs.pdf

Best Practice: Additional Responsibilities

- Ofther work tasks that are non-essential to the role in all cases

- Can be assigned to someone else in the event a reasonable accommodation request is made if a
disabled person cannot perform them.

- Includes those responsibilities that are location, department or unit dependent.

- Performs specific task according to

department/unit needs Additional Responsibilities
. FO”OWS a differen-l- SChedU”ng Assist Senior Accountant with payroll system and payroll related items.
. . Assist CFO with 401(k) system.
porOdlgm dependlng on Manage petty cash account.

department/unit

- Some Clients specify the department/unit
«  Qur Client’s will often use Parent/Child to handle this situation

« Required Responsibilities
- “Performs other duties as assigned” — not legally binding
- “Conforms to corporate policiess and procedures”
- Corporate Expectations
Mission statement

°
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Best Practice: Qualifications

Used for recruiting, career pathing and
compliance

Required/Preferred
- Education

+  Experience
«  Skills (KSAS)

- Licenses/Certifications

Define so that HR can legally defend why
an applicant is or is not hired

jdXpert

QUALIFICATIONS

Education

Education Level

Bachelor’s Degree in Arts/Sciences (BA/BS)
Fifth year college or university program certificate
Fifth year college or university program certificate

Work Experience

Education Details

Accounting
MBA
In Accounting

Experience Experience Details

0-3 Years Understanding of bookkeeping, accounting
principles

0-3 Years Accounting

Knowledge Skills and Abilities

Skills

Time management with an ability to prioritize tasks

Proficiency

Knowledge of administrative and dlerical procedures and systems such as word
processing, managing files and records, stenography and transcription, designing

forms, and other office procedures and terminoloay

The ability to apply general rules to specific problems to produce answers that

make sense
Talking to others to convey information effectively

Licenses and Certifications

Enter Licenses/Certifications Lic/Certification Details Time Frame

Certified Public Accountant (CPA)

Upon Hire

Req/Preferred
Required
Required
Required

Req/Preferred

Required

Required

Req/Preferred

Required
Required

Required

Required

Req/Preferred

Required

JDXpert.com | © JDXpert. All Rights Reserved.




Best Practice: Physical Demands

PHYSICAL DEMANDS/WORKING CONDITIONS
Physical Demands Type: Office and Administrative Support

Used for Compliance (ADA) and recruiting

To determine if an employee is capable of
performing in the job

Provides the physical details for Essential Functions
Checklist for employee while performing job

Help prevent injuries

Gender neutral

For Physical Demands and Working condifions —
provide

- Descriptions

- Frequency

- Details (be specific — weight, distance, etc.)

Use ADA friendly language*

* hitps://blog.jdxpert.com/category/ada

jdXpert

Physical Demands

Physical Demand N/A

Standing
Walking
Sitting
Lifting
Carryina
Pushing
Pullina
Climbing
Balancina
Stooping
Kneeling
Crouching
Crawlina
Reaching
Handlina
Grasping
Feelina
Talking
Hearing
Repetitive Motions
Eve/Hand/Foot Coordination

x

20 lbs
20 lbs
20 Ibs
20 Ibs
20 Ibs

KX KX XHKHXXXKX

b

X
X

The physical demands described here are representative of those that must be met by an employee to successfully perform the

essential functions of this job. Reasonable acco

essential functions

Working Environment

Working Condition

Extreme cold

Extreme heat

Humidity

Wet

Noise

Hazards

Temperature Change
Atmospheric Conditions
Vibration

mmodations may be made to enable individuals with disabilities to perform the

Rarely Occasional Iy Frequently Constantly

o X X X XX XX
>

JDXpert.com | © JDXpert. All Rights Reserved.



https://blog.jdxpert.com/category/ada

Best Practice: Competencies

Used for recruiting and measuring performance

- Competencies
- Measurable
- Acquired over time

- Behavior, characteristics, aptitudes and/or strengths that are needed to perform
and excel

Competency Skill Essential Functions

(Like Problem Solving) (Like Event Planning) (Like Manages corporate events)

CI X
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Best Practice: Competencies

Helps you identity
plicant that you can
rain (+ skills)

plied
- As part of a career
architecture

- Functional competencies
applied to all job

- Include proficiency (entry,
novice, mid, experienced,
Senior, Expert

jdXpert

Select Competencies

Zompetency Name

Clear Selected

Competency Title

Analytical Thinking

Business Impact
Collaboration
Communication Skills
Company Knowledge
Functional Knowledge
Influence

Job Impact
Leadership Skills
Managing Change
Problem Solving

Strategic Responsibility

=
x ﬂ Reset

Show Selected Items: 11

1. Entry

2. Novice

3. Mid

Uses basic logic and common sense to amve Practices investigative techniques to determine the Diagnoses issues using a systematic and
best approach

at solutions.

Role has impact on the department.
Develops partnerships with internal team

members.

Able to communicate well in straight-forward
situations.

Understands his/her own job and how the
role interacts with his/her team.

Knowledgable about his/her specific job.
Gains support for ideas within the team
Immediate work team.

Does not manage employees, but may

mentor and/or train subordinates.

Implements changes provided by
management.

Completes routine and repetitive tasks where
tasks are straightforward.

Not responsible for strategy.

Responsible for the team meeting goals and
objectives.

Creates internal alliances outside the immediate
‘team or department.

Advanced communication skills involving
complicated topics.
Understands how his/her role relates to others on

‘the team and the role of the team.

Understands his/her discpline and good
conceptualization of processes.

Develops respect for ideas and propesals
within the department.

Work team and other connected work teams.
Manages a team.

Helps others manage departmental changes.

Uses common sense to solve routine issues.

Contributes to strategy for his/her team.

methodical approach.
Departmental oversight including goal
setting, budget management, and results.

Maintains mutually beneficial partnerships
with other functions.

Communicates using persuasion and
authority.

Understands how his/her team contributes to
the department to meet the goals defined.

Thorough undertstanding of his/her discipline and
a rudementary understanding of other disciplines.

Seeks support for functional projects within
and outside the function.

Department.

Manages a department.

Initiates and implements departmental
modifications.

Arrives at a conclusion based on previous
experiences and good judgment.

Sets or influences strategy for his/her
department.

4. Experienced

Solves complex problems using a sequential
system.

Sets goals for the function.
Strengthens alliances with other divisions to
create opportunities intemally and externally.

Advanced communication skills used to lead
a team.

Understands the role of the function and how
it fits into meeting the goals of the division.
Expertise in his/her discipline and
understands these concepts in other
disciolines.

Profits from garnering support for concepts and
solutions from other functions.

Function.

Manages a function.

Initiates improvements for the function.
Asseses circumstances using experience and a

variety of information gathered.

Sets or influences strategy for his/her
function.

5. Senior

Tackles critical large-scale issues using
rational thinking and reasoning.

Sets goals for the division and contributes to
corporate strategic decisions.

Reinforces partnerships internally and
externally that could lead to growth
opportunities for the organization.
Communicates at a high level and is able to
negotiate on a broad spectrum of matters.

Understands how the functions integrate into
the division and the strategic concept behind
the corporate goals.

Wide range of understanding of multiple
disciplines.

Takes advantage of wide-spread support
within the division to elevate proposals and
projects important to him/her.

Division.

Manages a division.

Sponsors transformation for the division.

Arrives at decision using analytical thought.

Sets or influences strategy for his/her
division.

6. Expert

Handles organizational concerns via
advanced problem-solving techniques
requiring logic, sequentional reasoning, and i
methodical approach.

Sets strategy for the organization.

Develops, maintains, and reinforces alliances
internally and externally to create a mutual
benefit.

Highly accomplished communicator who
affects the overall company.

Understands the overall strategic goals of the
company and vast knowledge of the industry

Recognized expert in his/her field.

Achieves success using his/her ability to
develop, maintain, and strengthen
partnerships with others internally or

Entire organization.

Manages the entire organization.

Demonstrates support for innovation and
organizational changes needed to improve
effectiveness and efficiency.

Develops solutions to complicated issues
using abstract thinking in new or complex
situations.

Sets or influences strategy for the company.

JDXpert.com | © JDXpert. All Rights Reserved.




Best Practice: Scope ..

Freedom To Act

Used for Compliance and to gauge impact of TR ———

the job on an organization o e e o e

Works is accomplished with limited direction. Determines and develops approach to solutions. Work is
evaluated upon completion to ensure objectives have been met.

had.

.o WO;k is accomplishoz without <o:s{doublq qir«tbnﬁlixucim j ‘,ﬁ tin sel l"'ﬁ 0d
Also used for more specific purposes e e ot ey
Works with minimal direction toward predetermined long-range goals. Acts independently to determine

methods and procedures on new or special assignments. Determines and pursues courses of action
essential in obtaining desired results. Takes calculated risks.

- Simplistic Leveling guide

Problem Complexity and Problem Solving Timeframes

- Grading Descrbes hom e el s dfed when crestred nd bom
Provides resolution to problems that are readily identifiable with limited scope and are resolved in
accordance with standard practices, procedures, applications or routines. Problem/Task resolution

° AI d i N F LS A d e-l-e rm i N O -I-i O N timeframe: The majority of tasks typically take one to two days to resolve.

Provides resolution to an assortments of problems that are typically well defined, but some clarification
or judgment is required to determine action, as additional information about the problem / task is
discovered. Uses judgment within defined practices / procedures to determine appropriate action.
Problem/Task resolution timeframe: Inclusive of shorter timeframes, but the majority of tasks take up to
several weeks to resolve.

S O m e eXO m p | e S Of S C O p e O re : Provides resolution to 3 diverse range of recognizable complex problems. Analysis is required to identify

root cause. Uses judgment within defined boundaries to develop alternate solutions, both long and short
term. Problem/Task resolution timeframe: Inclusive of shorter timeframes, but typically the majority of
tasks take three to six months to resolve.

L Fre e d O m TO A CT, P ro b | e m C O m p | eXi Ty, | m p O CT, Works on complex issues where analysis of situations or data requires in-depth evaluation of variable

factors. Constructs and may pursue alternative paths towards a solution. Exercises judgment in
selecting method, techniques and evaluation criteria for obtaining results consi: with broadly defined
policies and practices. Problem/Task resolution timeframe: Inclusive of shorter timeframes, but typically

Supervision Exercised/Received, Financial o tuelve months o mere o resclie.

Works on significant and unique issues where analysis of situations or data requires and evaluation of
intangibles. Aware and responds to changing and interconnected variables. Exercises independent
judgment in methods, techniques and evaluation criteria for obtaining results. Problem/Task luti

R es p O nsi b i | i-I-Y, B U d g e-l- R es p O n Si b i | i-I-y timeframe: Inclusive of shorter timeframes, but typically twelve months or more to resolve.

People Management:

# Direct Resources Managed # Indirect Resources Managed
O 1ndividual Contributor

This position manages people 1-5 v

w
o

100 v
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Job Description Scoring

- JDXpert applies Al to the task of improving
Job Description quality

+ By evaluating Job Descriptions using a ~
Job Description Score
- Language use and contextual analysis can
make Job Descriptions more effective . ;‘3”
- We provide qualitative, actionable guidance |
in real-time as stakeholders are working on 7 Sussenacy ahould contaln Sinier wosds Lsed In Saentel Runctioos
. . s Remove personalized words ke “we, they, us, ocur” from Summa
Job Descriptions e T W
- But for you, understanding the rules we use s o

can help you:
- Do a better job of evaluating Job Descriptions
- Provide better feedback
- Achieve better results

CI X
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Job Description Scoring

Types of Guidance

Identify poor or

Enforce best Enforce best

inappropriate word
choices

practice language practice guidelines

CI X
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Job Description Scoring - Examples

Job Summary
x Contains Personalized words like "we", "they", "us", "our"
Indicates preference for a particular candidate
Mentions budgets, salaries or other financial information
Mentions the company's goals or success
References Education, Experience, Licenses and Certifications or Skills
Does not contain words similar in meaning to those described in Essential Functions

X X X X X

CI X
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Job Description Scoring - Examples

Essential Functions
x Some Essential Function(s) do not start with a verb or an adjective.
Fewer than 4 or greater than 10 Essential function
Percent of time does not total 100%
Essential Functions describe a particular candidate

X
X
X
x Essential Functions contain Skill, Experience, Education, licenses/certifications

CI X
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Job Description Scoring - Examples

Qualifications/Skills/Competencies
x No Education specified
x NoO Experience specified
x Fewer than 3 skills
x No Competencies Specified

CI X
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What is Job Analysis

« A job analysis is a process used to
collect information about the
duties, responsibilifies,
qualifications, skills, scope, physical
demands and working conditions
for a particular job

« You need as much data as
possible to assemble the output of
Job Analysis: a job description

e

JDXpert.com | © JDXpert. All Rights Reserved.



Job Analysis Steps - Current State

Gather key tasks and responsibilities of the position, using a questionnaire or worksheet
Interview and observe employees performing the job and gather information about how they
complete job tasks including the amount of fime

Interview co-workers and other SMEs

° Do internet research and view sample job descriptions from authoritative sources

Research Job Descriptions of other companies that have similar jobs

0 Compare the job with other jobs in the department, as well similar jobs in your organization

G Review the results with Managers/SMEs

Validate final results with employees Updating Job Descriptions During the Pandemic (shrm.org)

How to Do a Job Analysis Effectively (thebalancecareers.com)

d X
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https://www.shrm.org/hr-today/news/hr-magazine/winter2020/Pages/updating-job-descriptions-during-the-pandemic.aspx
https://www.thebalancecareers.com/job-analysis-1918555

Job Analysis Current = Future

OLD

I. Gather key tasks and responsibilities...
Interview and observe employees...
Interview co-workers and other SMEs...
Do internet research and view sample.
Research Job Description of other co..

Compare the job with other jobs...

© N o O A~ W B

jdXpert

\
—

Review the results with Monagers/SMEs./
Validate Final Results with employees...

NEW

Online Collaboration

Apply Content

Coherence

Transparency

Updating Job Descriptions During the Pandemic (shrm.org)
How to Do a Job Analysis Effectively (thebalancecareers.com)

JDXpert.com | © JDXpert. All Rights Reserved.


https://www.shrm.org/hr-today/news/hr-magazine/winter2020/Pages/updating-job-descriptions-during-the-pandemic.aspx
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Collaboration

- Collaboration is the key to effective job descriptions because the
knowledge needed is embedded in multiple Stakeholders.

g Manager(s) HR Busi

Hirin
I

Compensation <€
Final Approval

CI X
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Online Collaboration

- Stakeholders collaborate online ST e —

Compare Jobs

L]
@ TrO C k_C h O n g es p G rO d Ig I I | Primary Job Accountant IT1_[0015] Form Last Edited By Admin, Super on 6/12/2018 o - |

Secondary Job Accountant I11_[0015.77] Form Last Edited By Cochran, Rebecca on 10/16/20 - n
Merged Changes
. L]
) A U 'I'O r T l G 'I' I C R e r T I I r \ d e rs @ orr selsctions with changas Accountant ITI_[0015.7] Accountant ITI_[0015.6]
Sector -
. Position Summary
S ZT This is an upper level accounting position typically occupied by a recent graduate or a longer-term employee who has risen
Job Family through the bookkeeping ranks. This is the first level of position requiring an understanding of accounting fundamentals and
EEO Code principles, as well as gnod practice required for bookkeeping. Incumbents are still growing in the job and training at this level.

M M Level Guide Examine, amstyze; and interpret analyze accounting records to prepare financial statements, give advice, or audit and evaluate
[ rO C I ' I g O l ' l p I O l I C e e Seecrntion Statements prapared by Ofheres Ersieh o suioe on Systems of roceriing costs of Stis Francisl snd budgetars Sats.

Sub-Family Description
Level Description
Oraganizational Impact
Innovation & Complexity
Communication & Influence
Leadership & Talent Mgmt
Knowledge & Experience

Overview
Position Summary

Essential Functions

Element Employee Name Date of Update old Value New Value
Essential Functions - . .
o This is an upper level  This is professional
SELEELELS Position Summary Grover, Damell 7/1/2018 12:30:14 PM | accounting position level accounting
Education typically occupied by position typically

Work Experience

; » This is an upper level  This is an upper level
Knowledge Skills and Abilities Position Summary Cochran, Rebecca 7/1/2018 12:14:05 PM  accounting position accounting position
Licenses and Certifications typically uEEupled by a typically occupied by a

Physical Demands . This is a mid level This Is an upper level
Physical Demands Type Position Summary Grover, Damnell 2#3/2019 12:07:59  accounting position accounting position
Physical Demands typicall ed by 2 II ed by 2

Working Environment
Competencies

Functional Competencies

Interview Questions
Scope

Financial Responsibility
Market Dara

LT Gend Emal 1o Checked Partopants [ ) THase Fomm

jdXpert
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Ad Hoc - Collaboration On The Fly

Collaboration must be flexible, allowing stakeholders to reach out to other conftributors

X

On The fly: Add Participant

View Revision Copy of Job Description 'Business Analyst IV' [Code: ] [Auth Setting File: Ad-hoc Workflow Authorization Settings] x

+  Upper-level Managers

Workflows ot Job Family  [J view Related Content  FEJ Split Screen  +=+

«  Department/Entity/

Job Information
e STEP 1: Complete the indicative information about the job below. Click on the blue question mark bubbles for additional help on

Location/Leaders o

OB INFORMATION

Qualifications Survey Job Accountant Entry - 210.316.360
Physical Demands Date: 7/22/2020 9:49:12 AM
« Lega ounse :
Title: Business Analyst Iv
@ Locations West; Corporate
@ snit -

«  Other SME’s :

Divisit ~

Business Unit: ~
@ Department. ~

Job Family: Information Technology

Sub-Family: Business Analysis

View Side-by-Side: Business Analysis

Ad hoc Reviews provide simplicity/flexibility

Click here to view the Side-by-Side comparison of jobs this Job Family

Add Participant

CI X
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Apply Content

Sources of Content
 Stakeholders/SMEs
* Your own Job Descriptions

« Salary Surveys

« JDXpert Content Library
Sample JDs

Crowdsourced Job Description
Al Processed Postings
DOL Data
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Apply Content - Pick a Content Job and Modify

Search Content Library

Search Jobs for

Business Analyst ¢ All Job Families and Sub-Functions

vﬂ

Reset Search

[ Business Analyst ] [ Business Analyst - Contracts ] [ Business Analyst - Government Contractor ] [ Business Analyst Consultant

[ Business Analyst (Business / Administration) ]

Search in Results

% Filter ~ E

100 Jobs Displayed

Found 100 Jobs

Business Analyst Sample Jobs
Business Analyst - Contracts Sample Jobs
Business Analyst - Government Contractor Sample Jobs
Business Analyst Consultant Sample Jobs

Business Analyst (Business / Administration)

Business Analyst (Business / Administration)

Business Analyst, Project Management (Business / Administration)
Business Analyst (Business / Administration)

Business Analyst (Business / Administration)

Business Analyst (Business / Administration)

Business Analyst (Business / Administration)

Business Analyst (Healthcare)

Business Analyst Finance Operations (Business / Administration)

jdXpert

Job Postings

Job Postings

Job Postings

Job Postings

Job Postings

Job Postings

Job Postings

Job Postings

Job Postings

[EJsources  (F)Help  »n»

Business Analyst Consultant

Leads definition of program scope and objectives for a key
functional area across all business, operations, and technology
stakeholders by thoroughly understanding business processes in a
specific business domain. Elicits, captures, and communicates
business requirements to meet customer needs and assist in
business case creation. Helps evolve organizational vision and goals
for enhancing the consumer experience and making a meaningful
difference in services across the Consumer and Customer
Experience organization for a designated line of business.

Save and Close
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Apply Content - As you write

Content applied to

jd

Summary

Essential Functions

Qualifications

- Education
- Experience
- Knowledge/Skills/Abilities

Licenses and Certifications

Physical Demands/

Working Conditions

Competencies/Interview

N

pert

Search Content Library

Related Essential Functions for

Applies judgment in tailoring and adapting the QA program to meet the requirements and needs ¢ X m Resct Search

[ completes all project QA activities within the QADB; tracks, reports... | | Completes all project QA activitics within the QADB; tracks, reports... |

| Build enhances collaterals by capturing Genpact experience ands in... | | applies judgment in tailoring and sdapting the QA program to mest th... |

Search in Results

X Filter vm 100 Essential Functions Displayed

Completes all project QA activities within the QADB; tracks, reports, and records QA activities; and maintains a project file with QA artifacts; certifies project outputs in accordance with the QA Manual.

Completes all project QA activities within the QADB; tracks, reports, and records QA activities; and maintains a project file with QA artifacts; certify project outputs in accordance with the QA Manual.

Build enhanced collaterals by capturing Genpact experience ands industry POV.

Applies judgment in tailoring and adapting the QA program to meet the requirements and needs of the specific business area and participates in QA network meetings and/or other QA meetings.

Applies judgment in tailoring and adapting the QA program to meet the requirements and needs of the specific business area for each project; participate in QA Network meetings and/or other QA meetings.
Cross train and back up QA Lab Tech, QA Technician and QA Data Specialist, as needed

Represent QA concerns in meeting with crossfunctional, project team members and provide valuable enduser feedback

Coordinate QA meetings, meeting minutes, and agendas.

Maintain QA record keeping ,filing system and housekeeping programs in the QA areas.

Supports one or mere projects; conduct process audits for adherence; provide support to resolve deficiencies. Applies judgment in tailoring and adapting the QA program to meet the requirements and needs of the specific business area for each project.

Tracks, reports, and records QA activities and maintains a file with QA artifacts; certifies project outputs in accordance with QA processes.

Provides operational assistance, and act as a change agent, implement change management in support of process and QA.

Complete analysis of monthly quality indicator metrics for QA meeting.

“Create and review reports, and analyze trends in meeting QA standards

Questions

B sources (@ Help oo

My Company Jobs
My Company Jobs
Job Postings
Sample Jobs
My Company Jobs
Job Postings
Job Postings
Job Postings
Job Postings
My Company Jobs
Sample Jobs
My Company Jobs
Job Postings

Job Postings

JDXpert.com | © JDXpert. All Rights Reserved.



Content - Search

Search Content

jd

Provides only relevant content
Suggests Content
Search within Content

Useful analytics

N

pert

Related Ess

Search forEccantial Functinne ('Oualine Accurance Official'_"oh Fualuatinn Macrar™) X
Search for Education ('Quality Assurance Official’, 'Job Evaluation Master) x

Quality as| Related Education for .
Quality Assurance Official X Process Analysis / Quality Assurance ~ ﬂ Reset Search  Found 100 Jobs EJsources @ Help  -e-

Quality As;

l

Quality Pry

Search in

Tes

Associa

Senior |

1]

Inspect

H

0
o o0 O 0O 0O ® O O O

QA Spe

Spec, O

Sr. Qua

Sr. Qua

[HHHHRHE

(Master Quality Assurance Official | [ Associate Quality Assurance Official | [ Senior Quality Assurance Official | | Quality Assurance Official

[quality Process/Assurance Manager (Business / Administration) |

Search in Results

X Filter

Smart Search Detailed Search D

H.S. Diploma or General Education Degree (GED) (3) [ Bachelor's Degree in Arts/Sciences (BA/BS)

O Computer Science, Information Science, or other related 1
One Year Certificate from College or Tech Scheol (0)

(O Computer Science, Software Engineering, or related discipline. 1
Associate's Degree (A4) (9) 5 -

O Construction Management, Engineering, or related discipline 4
o—
Bachelor’s Degree in Arts/Sciences (BA/BS) (68) O english, Journalism, or a related field such as science or chemistry (for scientific projects) 1
Fifth year college or university program certificate] (0) B in Architecture or Engineeing s

0O in Business or Finance 7
Master’s degree in Arts/Sciences (MA/MS) (76)

O in Computer Science or Math 13
Doctora! Degree (°h.D.) (10) - . N "

O Industrial Engineering, Engineering, Computer Science, or related discipline. 1
o—
MD (3) O Information Systems, Business, o related discipline. 1
-
0@ O Operations Research, Engineering, Mathematics, or related discipline 1

O Quality Assurance 11

Selected Education
Bachelor’s Degree in Arts/Sciences (BA/BS) | in Engineering | Req X Master's degree in Arts/Sciences (MA/MS) | Req %

‘
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Coherence

5(5

The ability to create consistency and enforce hierarchy

throughout your job library by providing necessary views,

4%

validations and cascading appropriate content.

CI X
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View Jobs Holistically

Evaluate Jobs Qualitatively

Side-By-Side Views

« By Job Family/Function

«  Career Paths

+ Related Jobs

*  Qualifications
Comparison

- Scope Factor Analysis

*  Build your own

jdXpert

Side-By-Side View
Restore

Selected Job Descriptions:

4 Job Descriptions Selectsd

[ Highlight Differences

Additional Responsibilities

Education

Work Experience

Skills

Licenses and Certifications

[ Hide Identical Rows

Advises users on corrective
measures required for query and
report submissions, including
training and guidance to ensure
data integrity and accurate query
results.

Develops financial and other
analytical models; performs
research and develops briefings;
develops data for and supports

hid and ninalina ravicws

Associate's Degree (AA)
Computer Science, Information
Technology, or combination of
education and experience.,

Bachelor's Degree in
Arts/Sciences (BA/BS) Business
Administration, Business
Management, Finance, or other

4-6 Years experience in a
business analyst role.

7-9 Years Experience as an it
business analyst, solution
architect or tech lead

Process Analysis \Certified in
Business Analysis -PMI,

Side-by-Side Profile:
** Default Ad_Hoc Profile **

pniject analysis Ieadi'ng to
recommendations for
investments made in technology.

Manages client project
expectations by communicating
project status and issues;
resolving concerns; analyzing
time and cost issues; preparing
reports.

Bachelor's Degree in Arts/Sciences
(BA/BS) Computer Science,

Master's degree in Arts/Sciences
(MA/MS) MBA,

4-6 Years Business analysis or
related experience.

Process Analysis \Certified in
Business Analysis -PMI,

interviews or from existing
documentation provided,
facilitated requirements
workshops, document analysis,
surveys, customer site visits,
business process analysis, work
flow and task analysis, ensuring
the right questions are asked to
produce essential requirements
information. Evaluates the
information gathered, reconciles

Bachelor’s Degree in Arts/Sciences
(BA/BS) Business Administration,
Business Management, Finance, or
other related discipline,

Master's degree in Arts/Sciences
(MA/MS) MBA,

4-6 Years Business analysis or
related experience.

7-9 Years experience working on
cross-functional, technical, and
non-technical teams.

Process Analysis \Certified in
Business Analysis -PMI,

manages user review sessions
with various user groups.

Designs, produces, and delivers a
variety of weekly, monthly, and
quarterly management statistics
to include financial and
operations activity of the system
using Crystal Reports, SQL, MS
Access and MS Excel. Assists with
ad hoc assignments requested by
the rliant includina data analveic

= Bachelor’s Degree in Arts/Sciences
(BA/BS) Bachelor’s Degree in
Arts/Sciences (BA/BS),

Masters degree in Arts/Sciences
(MA/MS) MBA,

= Process Analysis \Certified in
Business Analysis -PMI,

JDXpert.com | © JDXpert. All Rights Reserved.




JD Consistency

Level Guides/Career Architecture

Define groups of jobs hierarchically into

families / subfamilies / grade/level

+ Cascade standard content into Job
Description based on level

- Use as a guide for stakeholders in

creating and revising job descriptions

- Benefits:

- Content is consistent across /Levels/Library
- Can evaluate jobs as a group

- Publish career ladders

jdXpert

Job Level: ~

Job Level: P3 ~

Level Description

Summarizes the overall accountability for the level

sic ° Seasoned professional individual contributor

E ° Works independently with limited supervision

Selc | ® May manage projects / processes

@ Coaches and reviews the work of lower level professionals
@ Problems faced are difficult and sometimes complex

Influences others regarding policies, practices and procedures

Organizational Impact

.316.
Nature and scope of influence the level has on its area of responsibility
ified

pos | @ Works to achieve operational targets with significant impact on departmental results. Works independently under limited supervision. May be s pr
responsible for entire projects or processes within job area. ‘w‘r}g:

i
Jato

s and

Innovation Complexity

Summarizes the overall accountability for the level L%LS?‘&
sof e

@ Responsible for making improvements of processes, systems or products to enhance performance of the job area. 1(2:2
sone

@ Problems and issues faced are difficult, and may require understanding of broader set of issues. Problems typically involve consideration of e
multiple issues, job areas or specialties. Problems are typically solved through drawing from prior experience and analysis of issues. roef(érte'

ypicall

unit/d

&l Communication Influence

nation
Describes the nature of communication the level is responsible for and the level of influence required =X

@ Communicates with parties within and outside of own job function. May have responsibility for communicating with parties external to the
organization (e.g., customers, vendors, etc.)
@ Works to influence parties within and outside of the job function at an operational level regarding policies, practices and procedures.

M"-'-ﬁ——|

Level Criteria Level! Criteria (Job Family-Specific)

Reguires practical knowledge and expertise of concepts, principles, and
practices of a single professional discipline or a broad understanding of
multiple related disciplines and general management.

JDXpert.com | © JDXpert. All Rights Reserved.



Integration - Coherence at Scale

Integration ensures that all of your HR
processes and the systems that support
them are reading from the same
playbook when it comes to job
information

jdXpert

COMPLIANCE

Comply with FLSA,
ADA, Equal Pay Regulations
& Industry-Specific
Regulations

PRODUCTIVITY

Manage performance
expectations based on
job specifications

TALENT
RETENTION

Consistent/competitive
rewards based on a
clear understanding

of what people do

COMPENSATION

Benchmark and Evaluate
jobs to compensate
employees fairly

RECRUITMENT

Vetted and
approved job atftributes,
quadlifications,
competencies/interview
questions to amp up
talent aquisition

d
JZpert SALARY

STRUCTURES

Develop Equitable
Salary Structures

EFFECTIVE
LEARNING

Leverage KSAs to
enable effective fraining

CAREER
ARCHITECTURE

Create and enforce
career taxonomy

ENGAGEMENT
Published job catalog SUCCESSION

Identfify skills needed for

+
Career Paths
NP long-term staffing needs

Mobility/Long-term
Career Trajectory

JDXpert.com | © JDXpert. All Rights Reserved.



Transparency

Employees validating Job Descriptions?

Trans pdarenc -
Y x
Help  =»s

12T, 13T, 14T, 15T, 16T, 2 more... ~  All Job Families ~ @ Help

EE Access to Job Library

. X ﬂ Clear All s a to5of 5 n
Business Area CTO Chief Information Security Officer Director - Capture Director - Cyber Security Infoermation Assurance Dir
. .

Job DeSCI’IpTIOH Ackn owledgemen’rs e e B e )

°
[Enter a blurb about your organization that you would like to [Enter 3 blurb about your organization that you would like to [Enter 3 blurb about your organization that you would like to [Enter a blurb about your organization that you would like to [Er
appear at the heading of your posting] appear at the heading of your posting] appear at the heading of your posting] appear at the heading of your pesting] apy
M A Brief Overview A Brief Overview A Brief Overview A Brief Overview AL
O G G O g O r G G re e r G I | I g Establishes the Business area technical vision and leads all Identifies, investigates, mitigates, and resolves information Oversees winning a particular business opportunity fram Develops, implements, manages, and oversees the corporate ov
aspects of the BAD's technology/solution development. Integral security risks across the company-wide enterprise. Develops pursuit through award or no-bid decision. Leads pursuits and classified and government Controlled Unclassified Information but

Read only Drilldown

team member of the group tech team. Develops technical
talent. Externally focused thought leadership. Drives industry
best practice.

processes, procedures, and associated documentation relative
to security of computer systems, networks and
telecommunications along with addressing privacy,

ity, and standards i Serves asa

helps to sell the opportunity internally, as well as presents
solutions to potential customers. Leads resources brought
together (part- and full-time) from across the company to
pursue an opportunity. Helps to develop capture strategies,

(CUI) information assurance (IA) program. Identifies

infermation protection needs for all corporate managed

government classified systems and networks. Develops and wi
recommends security architectures for proposed classified

° leader for team investigations and addresses various analyze market trends that affect a pursuit, evaluate systems and networks and works accreditations with the
What you will do information security and privacy issues. competitors, and helps develop pricing, teaming, and proposal governments' Designated Approving Authorities (DAAS). Expert
strategies. Focuses on managing all activities in the business knowledge of current computer technologies and technical
capture lifecycle from pursuit decision to the proposal. security requirements as applied to the design, development,
« Develops technology strategy that directly supports the ‘What you will do Manages the entire schedule and presents at key milestones to evaluation, and integration of computer systems and networks
growth strategy of the business area. senior leadership, prepares interim reviews and work products to sustain compliance with national security corpoerate policy
° y O re e r re O I I I ev e * Leads/directs the execution of technical solutions for all and maintsins budget (plans vs. actuals) for the capture and industry best practices. Manages, develops and oversees
qualified pipeline opportunities. + Reviews and studies all information published by efforts. D of i Information Assurance Officers (TAQ) responsible for corporate
« Develops technical talent by mentoring, aligning regulatory bodies relative to information security and best practices and Valero's portion in the market and of classified systems and networks and deploys personnel as
develapment plans to growth strategy and create buy-in privacy. competitive strengths and weaknesses. needed to satisfy classified government missions, corporate
for the corporate vision and Best place to Work. « Establishes and maintains technical computer and program requirement, and mission objectives. Responsible for
+ Keeps abreast of technology and market trends, the network security systems and protocols. o perations znd mai of system security
° y O e g O ry ability to interpret technology trends for the benefit of « Establishes and maintains administrative computer and What you will do documentation through the Certification and Accreditation
the business area. network security systems and protocols. (C84) process under the guidance of government policies and
+ Leverage technology team to support "sales” calls and « Establishes and maintains release of information and directives (NISPOM, DIACAP, ICD 503, or other applicable
customer meetings. associated written policies and procedures. « Develops capture plans in coordination with Business governance documents). Manages and validates system
. . . « Develop white papers and/or thought leadership « Subscribes to and reviews various publications both in Development managers for assigned opportunities, compliance through certfication test analysis and technical
v presentations/articles. witten form and through the intemnet relative to leads the teaming strategy and teaming sons for system jes and assesses security
© I eW I e y I e information privacy and security. negotiations, supports bid/no bid decision process, wins countermeasures to mitigate identified risks on classified and

Qualifications

« Required Master's degree in Arts/Sciences (MA/MS) MBA
« 4-6 Years in Management Required

Our people are passionate about what they do, the product
they sell, and the customers they serve. If you're looking for
an opportunity to be an opportunity to be a part of a work

Reviews, assesses, studies, and analyzes the procedures
and documentation relative to privacy and security
issues including electronic signatures, claims
development and transmission, use of identifiers, etc.
Uses a systematic approach for the identification and
resolution of complex privacy and security issues.

Woarks with information management, dient accounts,
information svstems. and other personnel to solve and

strategies, and develops communications plans, action
plans, and execution plans.

Incorporates opportunity, competitive, business, and
market intelligence and analysis into capture plans,
proposals, strategic planning documents, B&P planning,
and market assessments.

Manages effective execution of capture pursuits, tracks
performance to cost and schedule, and communicates

CQUI systems, architectures, and programs. Coordinates and
liaise with the corporate executive team, senior program
management, and senior government customer counterparts
to ensure compliance with national information security
mandates and requirements.

What

JDXpert.com | © JDXpert. All Rights Reserved.
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Next Practice




How We Get There

Skills-based
Recruiting




Future of Work

What

Why

ldentify how technology will affect jobs in
the future

Foster a forward-looking view of your
workforce

Prepare your organization for the impact
of new technology

Give your business a competitive edge

Provide actionable enablement for talent
evaluation, training and recruiting

|ldentify Relevant Technologies

Define Tasks and related skills needed for
the future

jdXpert

Job Information
Level Guide
Overview

Essential Functions
Future of Work
Qualifications
Physical Demands
Competencies
Scope

Market Data

Comp Info

Skill Based Posting

Recruiting

@  cdit

® FUTURE OF THIS JOB

Future of this Job (® Define the Future of this Job (O Retire This Job
Future Horizon 5 Years v

Future Job Title

Employment Modes Full Time O Part Time [ Gig/Contingent O On Site [ Remote
Essential Functions (Future)

Add Delete Row Move Up Move Down Paste List Export
Revise Current Essential Function Type of Impact Future Essential Function

O Provides hardware and software break-fix support to end users
for tickets escalated from the Service Desk.

O Provides walk-in support to end users, supporting hardware
and software issues. Re-images desktops and laptops, as
needed, and deploys new equipment to end users.

B3 Assists end-users and IT specialists by phone and email with Chatbot ~ |Review Chatbot output and suggested Knowledgebase
first-level technical support; works to resolve incidents at the articles to understand nature of client support issue and
Tier I level. Contributes knowledge and updated information to work toward resolution.
maintain the Help Desk SOPs and Training manuals for Tier I
support.

O Works with Tier II and other groups to resolve technical
problems.

O Retrieves equipment from departures to be re-imaged,
reassigned, and updated in inventory.

1] Provides timely responses to client and management requests. Cloud ~ Rev‘aw Publication of cloud-based states on
Gives status updates on such requests on a regular basis. Support/SLA metrics

= Monitors the Client Support ticket queue to ensure that tickets Automation *~ Receive and act on Client support tickets that exceed
are addressed in a timely manner. maximum resolution timeframes

= Configures desktops for network access, Lotus Notes, and local RPA ~  Leverage Robotic Process Automation to set computer
printers. Configures and maintains network printers to ensure and Network appliance configurations
security configurations are installed and maintained.

JDXpert.com | © JDXpert. All Rights Reserved.




Skills-based Recruiting

W h G T Technical Support Specialist

° FO C U S O n O p p | i C O n TS Wi ‘I- h n e e d e d C O m p eTe n C i es O n d :g)m;r;’:g:::rmn a job description or position management tool; it is a Job Information and Description
S ki | |S Job Summary

Provides technical support to staﬂ and cust s on softy yst by tesung software and hardware products and
maintaining softy doct Troublesh desktop PC probl ponds and follows-up on internal and
external customer support problems.

Why s
. Fill those open positions Abiytoanatze,organive, and priotie work whi meeting multpe deadines
- Cast a wider net — more applicants
- More diverse applicant pool PO il kg "‘ P —

Y 9

Proficient in Microsoft Office applications.
Ability to work under pressure to meet deadlines.
The ability to apply general rules to specific problems to produce answers that make sense
Yalkmg to others to convey information effectively

dge of b products through individual learning, classes, and mentoring
Collaboration: Creates internal alliances outside the immediate team or department.
Communication Skills: Able to communicate well in straight-forward situations.
Influence: Gains support for ideas within the team.
Managing Change: Impl; changes provided by management.

Problem Solving: Completes routine and repetitive tasks where tasks are straightforward.

. Examplemivlﬂs
- Understand the difference between KSAs and o et b ke b sty o e

laptops, as ded, and deploys new equip to end users.

-I- N o Assists end-users and IT specialists by phone and email with first-level technical support; works to resolve
C O I I l p e e n C I es incidents at the Tier I level. C b vledge and updated information to maintain the Help Desk SOPs and
Training manuals for Tier I support.
. Works with Tier II and other groups to resolve technical problems

° El i mi n O Te -I- h e b O r - E d U C O Ti O n O n d EX p e ri e n C e : Provides umel-y respo:::s' to ;Iient :;;on?:nl;gement requests, G;es"sgat:u; updaltr:.»s on such.vequests ona

regular basis.
* Monitors the Client Support ticket queue to ensure that tickets are addressed in a timely manner.

° F O C U S O n O p p | i C O n 'I-S Wi 'I- h n e e d e d S ki | |S ¢ Configures desktops for network access, Lotus Notes, and local printers. Configures and maintains network

printers to ensure security configurations are installed and maintained.
o Assists with IT Asset Management responsibilities, which include updating and modifying asset records.

H M 1 N rf d d d )y . 3 I hard f s, | , and pri 3
- ldentify applicant with competencies that you can " Erames et opay st o, Fbon e Pl s e i et
to ensure proper handling of requests.

frain A

e Cyber Security & Analysis \CompTIA Security+ Certification
¢ Information Technology\Information Technology Infrastructure Library (ITIL)

Our people are passionate about what they do, Mepmdmdmyﬂ MdMe mm:therm If youte looking for an opportunity to be an
oooortunity to be a oart of 3 work familv that values coll and de jon. we're the rioht comoanv for vou.
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Debiasing
What

Remove biased terms, jargon, and excess
superlatives from Job Descriptions

Why
Fill those open positions
Avoid litigation
Increase applicant pool
More diverse applicant pool

How

65% complete..

Phrase

Applies judgment in talloring competitive QA programs for each project, helping to
develop and improve standard opérating procedure and/or deciding when it may be
appropriate to deviate from standard operating procedures. Perfarm QA

Replace with

— —— = —= —
nted | ent S i t .’i".' 1

By removing terms that make applicants think

the job is not for them

Appealing to all qualified applicants
regardless of gender, ethnicity, age etc.

jdXpert
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Business Disruption

What
Be prepared for business disruption

Why
Defend against litigation

Be effective in times of business
disruption
Monitor/evaluate remote workers

How
Incorporate remote work guidelines
|ldentify essential jobs
ldentify remote capable/hybrid jobs

Audit jobs for remote/onsite
discrepancies

Adapt content to respond to business
disruption

jdXpert

Associate Cyber Security Operator @ e
Associate Cyber Security Operator @  cdit
VII=DILe vdiuduois \* S v (&)

Add New Row

~
< Override Essential Functions

Override Essential Functions

5/27/2022 =

Essential Functions Temporary Override

Override End Date

Total Percentage: 100%

Add Paste List Export

Temporary Essential Functions % Time Scl)tne
Conducts network monitoring and incident response operations supporting the client 24x7x365. 20 ~v 0O
Contributes to a team of information assurance professionals working with Intrusion Detection System (IDS) software and 20 ~ O
hardware, analyzing IDS data, writing reports, briefing event details to leadership, and coordinating remediation with
personnel throughout the globe.
Monitors the Security Operations Center (SOC) hotline, email inboxes, and other communications. 20 ~v 0O
Identifies, analyzes, remediates, and reports on security incidents. 20 ~ Od
Reports incident information to US-CERT as needed. 10 ~ O
Maintains incident logs in analysis database . 5 ~ 0O
On-Site Validations 5 v

Add New Row

JDXpert.com | © JDXpert. All Rights Reserved.




Wrap-up




Wrap-up

+ Know how to recognize common job description mistakes and how to
rectify them

«  Acquaint yourself with best practice JD format and processes

- Power tools are available to reduce effort and greatly enhance your
Job Descriptions

+ The pandemic has changed the way we work today
« Technology will change the way we work tomorrow

+ Debiasing and Skills-based Recruiting techniques can put you ahead in
the race for talent.

- But It all rests on you Job Descriptions and your ability to adapt quickly

CI X
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Questions?
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Thank You!

For more information about JDXpert, visit [dxpert.com
or email sales@hrims.com

As a thank you for joining us today, click here to download a free copy
of our eBook, 10 Ways To Improve Your Job Descriptions
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