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Don Berman has spearheaded the adoption of HR and talent 

management applications and technology-driven best practices at large-

and mid-sized companies throughout the U.S and abroad. As JDXpert co-

founder and VP of Sales and Marketing, Don was instrumental in evolving 

the focus of JDXpert’s Talent Management platform toward a Job 

Description-centric model that resulted in JDXpert becoming the market 

leader in Job Description Management solutions. 
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Why Manage Job Descriptions?
A Critical Issue for Strategic HR/Compensation

A clear understanding of the Job is Required to:Recruit the right people

Evaluate employee 

productivity & performance

Protect your company from 

regulatory sanctions--

FLSA, ADA, Equal Pay

Identify and retain top 

performers

Identify and manage 

bottom performers

Benchmark/Evaluate 

jobs to compensate 

employees fairly 
Develop an equitable 

salary structure

Protect your future with 

effective succession plans 

Motivate employees with 

engaging Career Paths

Identify Employee 

Training Gaps 



ROI of Knowing Your Jobs

• In most organizations, total 

human capital costs average 

nearly 70% of operating expense. 

• Yet in a 2018 Buck survey, NOT 

one company surveyed was 

completely satisfied with their job 

descriptions and only 28% said 

they were somewhat satisfied.

HC or 
Workforce 

Costs

Other Costs

https://zdoc.site/managing-an-organizations-largest-

cost-the-saba-software.html

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

Inconsistent 

Format

Duplication

Other

Outdated

Inconsistent w/ 

actual duties of 

job

Somewhat 

Satisfied w/ JDs

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
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Job Description Nuts and Bolts
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Job Description Writing Best Practices

DO THIS NOT THIS

Use standard, generic language

Say this: Electronic medical record system

Reference location, computer system, 

department

Not this: EPIC 

Include minimum details:

Distributes pharmaceutical supplies obtained 

from the in-house Pharmacy.

Do not add unnecessary details:

Walks to the Pharmacy to pick-up 

pharmaceutical supplies and distributes to the 

Cardiology wing.

Mention something once in the proper section 

of the job description

Do this: Address communication, 

collaboration, accountability, etc. in the 

Competencies section

Include multiples times (duplication, 

redundancy)

Not this: Add KSAs/Essential Functions for 

communication, collaboration, accountability, 

etc. when already covered in Competencies.
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Job Description Writing Best Practices

DO THIS NOT THIS

Describes the job Describe the person/individual

Use clear language Use vague, confusing, flowery, overwritten

Accurate and Current Fail to describe what colleagues actually do

Consistency Similar jobs with different job descriptions OR 

Same job description for dissimilar jobs
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JD Legal/Compliance Best Practices
DO THIS NOT THIS

Avoid “permanent position” or “retention” Undermine “at will” employment

Avoid creating FLSA classification issues 

CLASSIFY YOUR JOBS

• Use “Eligible for overtime pay”, “exempt position” or 

“salaried position.”

• Do Not Publish FLSA Status to Employees

Use nondiscriminatory language Reference gender, race, age, religion or other 

protected classes

Don’t Violate Privacy “…single able spend full energy on the job”

“…candidate must not have other work commitments”

Have employees sign-off on their Job Descriptions 

on hire, when the job Changes or at least annually
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Job Description Elements

• Job Attributes

o Job Indicative Information

o Organization Information

• Description/Summary 

• Essential Functions

• Qualifications

• Physical Demands/Working Conditions

• Competencies

• Scope
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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

• Job Title

• FLSA Classification

• Grade

• Date Created/Revised

• Reviewed by

Organizational Information 

• Business Unit/Region/Division, etc.

• Reports To

• Locations

• Departments
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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 Practices

✓ Keep it brief – about 75 words or less

✓ Use sentences rather than bullet 

points

✓ Do not list key responsibilities

✓ Use clear, simple language 

✓ Write essential functions first
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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

• Large amount of time spent performing a 

function

• Consequences of not performing that 

function are severe 

• Functions are listed in a collective 

bargaining agreement

• Nature and scope of work

• Limited number of other employees 

available to perform the function, or among 

whom the function can be distributed

• Function is highly specialized, and person in 

position is hired for expertise
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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 to 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)

https://files.hrtms.com/content/public/hrtms/ActionVerbs.pdf
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Best Practice: Additional Responsibilities

• Other work tasks that are non-essential to the role in all cases
o Can be assigned to someone else in the event a reasonable accommodation request is made if a 

disabled person cannot perform them.

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

o Performs specific task according to 

department/unit needs

o Follows a different scheduling 

paradigm depending on 

department/unit

• Some Clients specify the department/unit

• Our 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
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Best Practice: Physical Demands

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 conditions –

provide

o Descriptions

o Frequency

o Details (be specific – weight, distance, etc.)

• Use ADA friendly language*

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

https://blog.jdxpert.com/category/ada
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Best Practice: Competencies

Used for recruiting and measuring performance

• Competencies 

o Measurable

o Acquired over time

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

and excel

You Have a That allows you to learn a To perform

Competency Skill Essential Functions

(Like Problem Solving) (Like Event Planning) (Like Manages corporate events)
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Best Practice: Competencies

Helps you identify 

Applicant that you can 

train (+ skills)

Applied

• As part of a career 

architecture

• Functional competencies 
applied to all job

• Include proficiency (entry, 

novice, mid, experienced, 

Senior, Expert
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Best Practice: Scope
Used for Compliance and to gauge impact of 

the job on an organization

Also used for more specific purposes

• Simplistic Leveling guide

• Grading

• Aid in FLSA determination

Some examples of Scope are:

• Freedom to Act, Problem Complexity, Impact, 

Supervision Exercised/Received, Financial 

Responsibility, Budget Responsibility
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Job Description Scoring

• JDXpert applies AI 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

• We provide qualitative, actionable guidance 

in real-time as stakeholders are working on 

Job Descriptions

• But for you, understanding the rules we use 

can help you:

o Do a better job of evaluating Job Descriptions

o Provide better feedback

o Achieve better results
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Job Description Scoring

Types of Guidance

Identify poor or 

inappropriate word 

choices

Enforce best 

practice language

Enforce best 

practice guidelines
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Job Description Scoring - Examples

Job Summary

х Contains Personalized words like "we", "they", "us", "our"

х Indicates preference for a particular candidate

х Mentions budgets, salaries or other financial information

х Mentions the company's goals or success

х References Education, Experience, Licenses and Certifications or Skills

х Does not contain words similar in meaning to those described in Essential Functions
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Job Description Scoring - Examples

Essential Functions

х Some Essential Function(s) do not start with a verb or an adjective.

х Fewer than 4 or greater than 10 Essential function

х Percent of time does not total 100%

х Essential Functions describe a particular candidate

х Essential Functions contain Skill, Experience, Education, licenses/certifications



JDXpert.com | © JDXpert. All Rights Reserved.

Job Description Scoring - Examples

Qualifications/Skills/Competencies
х No Education specified

х No Experience specified

х Fewer than 3 skills

х No Competencies Specified



Rethink Job Analysis
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What is Job Analysis

• A job analysis is a process used to 

collect information about the 

duties, responsibilities, 

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
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Job Analysis Steps – Current State

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

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 time

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

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

Validate final results with employees

1

2

3

4

5

6

7 Review the results with Managers/SMEs

8

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
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Job Analysis Current ➔ Future 

1. Gather key tasks and responsibilities…

2. Interview and observe employees…

3. Interview co-workers and other SMEs…

4. Do internet research and view sample…

5. Research Job Description of other co…

6. Compare the job with other jobs…

7. Review the results with Managers/SMEs…

8. Validate Final Results with employees…

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

OLD NEW

Coherence

Apply Content

Online Collaboration

Transparency

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
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Collaboration

• Collaboration is the key to effective job descriptions because the 

knowledge needed is embedded in multiple Stakeholders. 

HR Business Partner

Compensation 
Final Approval  

Hiring Manager(s)
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Online Collaboration

• Stakeholders collaborate online

• Track-changes paradigm

• Automatic Reminders 

• Tracking Compliance
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Ad Hoc – Collaboration On The Fly

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

on the fly:

• Upper-level Managers

• Department/Entity/

Location/Leaders

• Legal Counsel 

• Other SME’s

Ad hoc Reviews provide simplicity/flexibility
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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

• AI Processed Postings

• DOL Data
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Apply Content – Pick a Content Job and Modify
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Apply Content – As you write

Content applied to

• Summary

• Essential Functions

• Qualifications

• Education

• Experience

• Knowledge/Skills/Abilities

• Licenses and Certifications

• Physical Demands/

Working Conditions

• Competencies/Interview Questions
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Content - Search

Search Content 

• Provides only relevant content

• Suggests Content

• Search within Content

• Useful analytics
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The ability to create consistency and enforce hierarchy 

throughout your job library by providing necessary views, 

validations and cascading appropriate content. 

Coherence
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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
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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

Job Family

Sub Family 

Level
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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

Integration – Coherence at Scale
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Transparency

• Employees validating Job Descriptions?

• Transparency

• EE Access to Job Library

• Job Description Acknowledgements

• Job Catalog Portal – Career Pathing

• Read only Drilldown

• By Career Stream/Level

• By Category

• View Side by Side



Next Practice



JDXpert.com | © JDXpert. All Rights Reserved.

How We Get There

Skills-based 
Recruiting

Future of Work Debiasing
Business 

Disruption
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Future of Work
What

• Identify how technology will affect jobs in 

the future

Why

• 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 

How

• Identify Relevant Technologies

• Define Tasks and related skills needed for 

the future
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Skills-based Recruiting
What

• Focus on applicants with needed competencies and 

skills

Why

• Fill those open positions 

• Cast a wider net – more applicants

• More diverse applicant pool

How

• Understand the difference between KSAs and 

competencies

• Eliminate the bar – Education and Experience

• Focus on applicants with needed skills

• Identify applicant with competencies that you can 

train
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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

• By removing terms that make applicants think 

the job is not for them

• Appealing to all qualified applicants 

regardless of gender, ethnicity, age etc.
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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

• Identify essential jobs

• Identify remote capable/hybrid jobs

• Audit jobs for remote/onsite 

discrepancies

• Adapt content to respond to business 

disruption



Wrap-up
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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
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Questions?
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Thank You!

For more information about JDXpert, visit jdxpert.com

or email sales@hrtms.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

http://www.jdxpert.com/
mailto:sales@hrtms.com
https://jdxpert.com/10-ways-ebook/

