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ADDING A NEW JOB DESCRIPTION TO JDXPERT
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Description automatically generated]

Click on Add Job to begin

[image: ]Use a Job Description already in the system from Jefferson Lab, or one of the crowd-sourced jobs in the JDXpert system,
If you want to start a job from scratch, inputting all the Essential Information


There are 2 ways to add a new job. Blank Job starts the process from nothing. You will have to fill out all the information from the beginning. Base job allows you to use an existing Jefferson Lab Job Description, or one of the many thousands of Job Descriptions in the JDXpert Database. 

SELECT BASE JOB
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Using Accountant as an example, when you search “Accountant” in the Search Jobs For, you get a lot of results. On the right-hand side, it currently says “Company Jobs” . You can click on Sources in the top right corner to choose the following; Company Jobs (Jefferson Lab), Sample, Crowd-sourced jobs, and job postings.
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Once you have chosen the Job that you want to use as a template, it will ask the following. Select Yes
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Clicking on BLANK JOB or after choosing a BASE JOB
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Compensation will give the Job Code for this new position. Fill out the Job Code and the New Job title and hit “Save and Close”















1. Complete the Job Information Tab
a. For this example we will be using Staff Administrator I in the Human Resource Division
[image: ]
Job Title – Will be the same as Job Description Name
Job Code – Will be pulled in when you created the job code on the previous screen (provided by Compensation)
Position Level – Classification and the Grade combined
Classification – Official title of the Grade (i.e, Staff Scientist, Staff Administrator, Associate Director)
Grade – Abbreviated version of Classification
Reports to – Who will this new position report to. If unsure, refer to your Division Head, HRDP, or Compensation
FLSA Exemption Status -  Exempt or Non-Exempt. Compensation does an FLSA Exemption test on every new position, so please refer to them with any questions.
To finish with this page, just hit “Job Summary” on the left-hand side. You do not need to hit save at this moment, but you can if you would like to come back to it later.

JOB SUMMARY
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1. Complete the Job summary. The system gives a great description of what is needed. One to two sentences saying what the main purpose of the job will be.
Click on Essential Job Functions to move to the next tab







Essential Job Functions
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There are 3 ways of completing these boxes:
1.  If you hit “Add” under Essential Job Functions, you can type out or paste each individual “bullet point” or Essential Function. And then you can add the Time or Weight on the right hand side. For example, if this position will be providing management with Monthly reports, and that is 10% of their time, then you would put 10% under % Time
2. The other way is that if you click “Paste List”, you can copy and paste more information at once, and JDXpert does a good job in separating out each function from your pasted list. 
3. Click on Global Search, and it will give you sample Essential Functions from whatever job you search. For example, type in Accountant, and it will give you sample Job Functions from Jefferson Lab Accountants, and the sample and crowd-sourced Accountant Job Descriptions in the JDXpert Database



GLOBAL SEARCH ESSENTIAL JOB FUNCTIONS (EXAMPLE Accountant)
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Additional Responsibilities
These can include non-essential functions that may not be necessary for the job, but are included in the description.

Also, if you need additional information, Click on any of the “i” circles next to each box, and JDXpert gives additional information on how to fill out each section.







Qualifications
Refer to the Compensation Website to find the qualifications of each position.
[image: ]
1. Education – Click add under Education, and you can select the minimum qualification for this position. The options are High-School up to Ph.D and then also other. You can also click “Req” or “Pref” for Required or Preferred.
2. Work Experience – Drop Down menu allows you to select the minimum amount of years required for the job. You can also “Add New Row” if you would like to input something above the minimum like, “5 years of supervisory experience” and then click the Pref circle
3. Knowledge, Skills and Abilities -  These are the minimum level of skills that the description requires for this position. These do not include Physical and Mental Capabilities. 
4. Licenses and Certifications – Any license or certification that may be required to complete the job. They have a database of certifications, or you can input your own.



Physical Requirements
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Go through the Physical and Mental Requirements to add any specific requirements needed to complete the job. 









Position Matrices
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This section has already been filled out and is a general template for the classification. So from our example, you can see the different responsibilities and qualifications that Jefferson Lab has for an SA I level 












Scope
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Scope is used to distinguish different levels of responsibility for the position, whether it supervises, has some sort of budget control portion. Higher level positions will more than likely have supervisory or budgetary responsibilities. 








Compensation Information
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This section is completed by Compensation. Compensation will upload all the salary ranges whenever there is a change to the salary range.









Job Posting
[image: ]Job Posting lets you see what the job will look like based off of the template that we have in the system. This will not be utilized at this point, as PeopleFluent is the platform in which we post jobs.
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Click on the  “Complete Selected FLSA Questionnaire” and complete the questions to the best of your knowledge. This is to determine if the position is Exempt or Non-Exempt. Compensation will also review all FLSA Questionnaires for each Job Description.









Data Entry Tracking
[image: ]
This allows you to track your Job Descriptions, by; In Progress,  Completed Data Entry, Incomplete – Needs Attention, or Approved by Client. This allows anyone in the approval flow to check the status on Job Descriptions that may still be outstanding or  have been completed.
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Once complete, and ready to exit the Job Description, make sure hit Save and Close in the top left corner.









Revising a Job Description
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If you want to revise a job, change Admin approval/workflow, start by clicking on Revise Job.
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Click on Add job to select the job that you wish to revise
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Search for the Job Description by ID or title. Can search and select multiple job Descriptions during this time.
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Once selected, you can “View the Job” and it will take you to the edit screen seen in the above manual
Also you can select a New Job Workflow or Stakeholder to review from the dropdown. This will allow you to input the people that will need to be involved in creating and signing off on this Job Description. Compensation will always be the last approver.
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STEP 1: Complete the indicative information about the job below. Click on the blue question mark bubbles for additional help on
® Job Information each item.

Job Summary JOB INFORMATION
Essential Job Job Description Name: Job Testing
Functions
Job Title: Job Testing
Qualifications
Job Code: 77777
Physical
Requirements Position Level: Staff Administrator-SA T
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Grade. SAl v
Scope
Reports To: Human Resources Director_10603
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Job Posting Division. Chief Operating Officer Off v
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omments HR JOB INFORMATION
Data Entry Tracking Last Revised: 1/1/1900 12:00:00 AM
Print Template Approved Date: 1/1/1900 12:00:00 AM
FLSA Exemption Status Exempt ~
Job Family: [---]
Sub-Function:

Use to view and edit Job Descriptions from this Sub-function side-by-side:

View Side-by-Side:

Show Side-by-Side View

Click here to view the Side-by-Side comparison of jobs this Job Family
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[
After entering data in the Qualifications fields below, SAVE the job description and click on the View Job Posting
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Work Experience Q@
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® Job Information

Job Summary Standard ADA Settings

Essential Job The physical demands described here are representative of those that must be met by an employee to successfuly perform the essential functions of this job.
Functions Reasonable accommaodations may be made to enable individuals with disabilites to perform the essential functions

Qualifications @ Standard ADA Selection
Physical

Requirements By selecting a category above, the data below will be pre-populated with corresponding Physical Demands, Working Conditions and Physical Strength Requirements

Please review and edit all inputs for your unique work area.f you select ‘Other' please note that you will need to complete all sections of the Physical Demands Tab.
Position Matrices

@ [Physical Requirements

Scope Reset to Default  Undo

Compensation |A thorough completion of this section is needed for compliance with legal standards such as the Americans with Disabilities Act. The physical requirements

Information ldescribed here are representative of those that must be met by an employee to successfully perform the essential functions of this job.

b e Physical Demand A Rarely Occasionally Frequently Constantly
FLSA ** Standard ADA settings missing ® (@) (@) (@) [e)
Approvals and Select an option above (@) ® [e) [e) [e)
Comments O

and click on Reset to Default'

O O O O

Data Entry Tracking
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Add
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Mental Demand NA Rarely Oceasionally Frequently Constantly

** Standard ADA settings missing (@] O O O O
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Position Level: Staff Administrator-SA T

Job Summary
@ position Matrices
Essential Job

Functions Category
Qualifications Scope/Impact
Physical
Requirements
Latitude

Position Matrices
Scope

Complexity
Compensation
Information
Job Posting Communication
FLSA
Approvals and Management Responsibilities
Comments

Data Entry Tracking
Education and Relevant Experience

Print Template

Level Criteria

Limited responsibility within program area, follows established guidelines.
Identifies a variety of conditions, problems, or questions.
Consequences of errors have limited impact on the lab, with minimal cost to correct.

« The supervisor makes assignments by defining objectives, priorities and deadlines and assists employees with unusual
situations without clear precedent.

+ Incumbent makes decisions on non-routine matters consistent with established policies and procedures.

« Works under general supervision.

« Professional knowledge in one or more functional areas.
+ General understanding of program area.

+ The decision regarding what needs to be done depends upon analysis of the subject involved in each assignment, and
the chosen course of action may have to be selected from many alternatives.

« Plan and coordinate work efforts, advise on non-routine matters.
+ Obtains agreement on disputed matters.
+ Typically, external contacts include professionals in other organizations, vendors, contractors etc.

«+ Management:
May supervise non-exempt staff.
Directs the work of others within area of specialty.
+ Project management:
 Coordinates projects with limited impact.

+ Bachelor’s plus two years experience or any equivalent combination.
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® scope
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Supervisory Responsibilities

[m]

[m]
[m]
[m]
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|Level of Supervision Received
|A statement which describes the level of independence for this position.

Under immediate supervision, performs assigned tasks only as instructed, subject to regular check of performance.
Under general supervision, proceeds alone on regular duties, referring questionable cases to supervisor.
Plans and arranges own work, refers only unusual cases to supervisors or others.

Functions independently within broad scope of established departmental policies/practices; generally refers specific
problems to supervisor only where clarification of departmental operating policies/procedures may be required.

Uses policies and general objectives with little functional guidance. Rarely refers specific cases to manager unless
clarification or interpretation of organization policies is involved.

Establishes personal standards of performance within broad framework of policy and objectives as set by senior
management.

[Freedom To Act

|A statement which describes the level of independence for this position.

[m]

Work is closely managed and reviewed for accuracy and adequacy. Follows specific, outlined, and detailed directions.

Work is accomplished with moderate supervision. Follows established and detailed directions. Work is reviewed for
accuracy and overall adequacy.

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

Work is accomplished without considerable direction. Exercises judgment in selecting methods, techniques, and
evaluation criteria in obtaining results. Exerts significant latitude in determining objectives of assignment. Takes
calculated risks with consultation from the expert.

Work is accomplished 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.
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JOB POSTING

Job Summary
e T Fullscreen View
Functions
Job Posting
Qualifications
You 'matter” to us! Our diverse team at Jefferson Lab includes more than 700 people, including physicists, engineers, computer professionals,
Physical technicians and more. From probing the basic building blocks of matter to performing advanced computing and applied research, we are on the
FEmrEmETE leading edge of science and technology. If you are looking for a great job in a unique place where your contributions truly matter, consider
Jefferson Lab!

Position Matrices

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

et opportunity to be a part of @ work family that values collaboration, innovation and dedication, we're the right company for you.
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Information

Job Posting
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Ready to Export:
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[Esenraibion) Complete Selected FLSA Questionnaire

Functions

Whether or not an employee is "exempt” under the provisions of applicable law and regulation is a legal matter: This wizard and the results that it provides are intended|
i lonly as a quide and with the understanding that HRTMS is not engaged in rendering legal services. If legal advice for determining exempt status is required, the services
Qualifications lof a competent lawyer should be sought.

Physical \HRTMS has used reasonable care in preparing this wizard, but does not guarantee that the results provided by this wizard are accurate or complete. Use of such results
Requirements for determining employee exempt status is at the sole risk of the user:
8 5 Result FLSA Document Name Questionnaire Answers Comments
Position Matrices
Non-Exempy A
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" c
D:
Compensation

Information
Job Posting
FLSA

Approvals and
Comments

Data Entry Tracking
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This is an Updated Job Description
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