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What is JDXpert?
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• A database program that allows Jefferson Lab to store, edit, and download existing Job 
Descriptions.

• A centralized location that houses thousands of Job descriptions that you can use when 
generating a new one.

• Ex: looking to hire an Accountant, JDXpert has hundreds of different types of 
Accountant Job Descriptions at all levels from entry level to upper management.

• A system that links Job Descriptions to each employee, allowing management to quickly 
find the Job Description for each employee 

• A tool to aid supervisors in locating, editing, or building a new Job Description

• While there isn’t a direct interface to PeopleFluent, the created job description can be 
exported and then copied to PeopleFluent to begin the job positing



Why is JDXpert needed?

• Job Descriptions are a dynamic 
document which must be proactively 
reviewed and updated as organizational 
needs change and roles evolve at the 
Lab.

• Job Descriptions will be the foundation 
of a new job classification system. 

• We currently have a gap in Job 
Descriptions. 

• Once JDXpert is fully loaded, it will 
make creating, editing and updating 
Job Descriptions much easier and give 
management a much higher level of 
visibility for what is expected of their 
employees.
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Access to JDXpert

• JDXpert is a web-based program, a link will be provided
－Single sign on is not available

• Currently, access is limited to supervisors
－Links to view job descriptions can be sent to employees
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Next Steps

• Obtain Job Descriptions for those employees who do not have one on file

• Audit conducted in 2022-2023 to locate and match all employees to existing Job 
Descriptions

• ~80 employees do not have a Job Description, or that we are unable to match a Job 
Description that we have on file

• Job Descriptions missing by division 

• All missing Job Descriptions in JDXpert by November 2023
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38Accelerator
1CFO
5COO
0CPO
6Engineering
2ESH

21Physics
1Facilities
8CST
1Theory



Next Steps (cont.)

• December 1, 2023 all new (or edited) job descriptions must be created in 
JDXpert

• By January 31, 2024 supervisors need to review all other job descriptions for 
their employees for accuracy

• Recommendation is to review the job description with your employee during 
their annual review
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Tutorial: Using JDXpert
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• Home page once logging into JDXpert. 
• Quick links located on the right-hand side, and various options on the left-hand 

side



Quick Links

8

Job Library Allows you to 
view existing Job 
Descriptions

Career Ladder Allows you to view and 
compare job families side by side. For 
example, view an Accounts Payable 
Clerk vs. Accounts Receivable Clerk

Add Job Create 
a new Job 
Description

Revise Job Edit 
a current Job 
Description



Job Library
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Recently Viewed Description will need 
to be “X” before searching for your JD

The Job Library gives you access to any JLab Job Description already in the system. You 
can search for a Job Description by “Job Code” or “Job Description Name”



Career Ladder
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Select a family 
from the 
dropdown

View the differences in each job description side by side or in Excel.



Add A Job
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When adding a new job, you can start with “Blank Job” or “Select Base Job”.

If you choose “Blank Job”, you have to input every piece of information, starting with 
a new job code and new job name. Job code will be the position ID that HR uses in 
order to identify the job. 

If you choose “Select Base Job”, you can choose a job description that already exists 
at Jefferson Lab, or choose a Job Description from JDXpert’s expansive list of already 
loaded Job Descriptions. 



Add A Job: Blank Job
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Give your blank job description a Job Code (reach out to compensation@jlab.org for this), 
Job Name, select New Job Workflow, and assign the appropriate approvers.

• Direct Manager – the supervisor of the job (this may be you)
• Indirect Manager Review – the supervisor’s supervisor
• Compensation – Jeffrey Mathis or Ken McLean

Click “Start Workflow”



Add A Job: Blank Job (cont.)
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Click the “Pencil” icon

Enter the basic 
information



Add A Job: Blank Job (cont.)
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Using the menu on the 
left side of the 
program, enter 
information for each 
section

If a section has the 
“Global Search” button, 
you can get suggestions 
from JDXpert



Add A Job: Blank Job (cont.)
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The Global Search 
defaults to JLab, but 
clicking on Sources give 
you more options

By selecting options, these can be added to your 
job description, and edited later.



Add A Job: Blank Job (cont.)
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When the job 
description is complete, 
click on Workflows and 
select Workflow Details

Click the approve button

Click the approve step button

Your newly created job description will be 
reviewed, per the workflow, by 
Compensation

OR

Click the thumbs up to approve



Add A Job: Select Base Job
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If you choose to work 
off of a Base Job, you 
can search for a JLab 
job or use another 
source.

Once you have found your source job description, 
click the save and close button

From here, follow the same steps as if you 
had chosen a black job description, except 
you will get to do more editing and less 
creating.



FAQ

Q:  Can I edit Job Descriptions after they have been loaded into the system?

A:  Yes, you can easily edit and preview any Job Description anytime. Use the Job Management link, and 
search based on Job ID or Job title.

Q: I need to create a Job Description for a brand new position, where should I start?

A:  When creating a new JD, you have a few options.

• First, start by checking the Compensation webpage to see the Job Description templates 
located here, Job Description Guidance | Jefferson Lab (jlab.org)

• Pull an existing Jefferson Lab description to see how it is written that may be similar, and 
some of the specific job functions that go with that job

• Or use JDXpert’s expansive Job Description library of thousands of different job titles at 
various levels to pull from

Q:  Do I need to update the salary range for the job?

A:  No, Compensation will update the salary ranges for all jobs every time there is an update to salary 
ranges

Q:  Do I need to enter the salary range when creating or editing a JD?

A:  No, the salary ranges are stored in JDXpert and based on the classification level.
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FAQ (cont.)

Q:  How does this link to the matrix?

A:  The Classification Matrix is not visible within JDXpert. When developing/editing a job description, like 
today, the creator will need to review the matrix to ensure consistency.

Q:  When will a supervisors have access to JDXpert?

A:  Supervisors will receive an email from compensation within 24 hours of this training with login 
instructions.

Q:  How will a supervisor know if a job description is approved?

A:  Supervisors will receive an email indicating that a job description has been approved or if changes are 
necessary. Compensation’s goal is to have these approved within two business days.

Q:  Do I have to be connected to the VPN to use JDXpert?

A:  No, JDXpert is a website that can be accessed from anywhere. The website is whitelisted so that you 
can access it if you are on the VPN.

Q:  Where can I find additional information?

A:  The compensation website has a page dedicated to job descriptions. On this page you will find a 
manual, a link to JDXpert, the training slides, and a FAQ.
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Getting Started
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If you haven’t used this 
help feature, click on 
the signup link.

If you have used the help feature previously, click 
on the continue link.



Getting Started (cont.)
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Select the training that 
you would like to take.


