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Update an Existing Position Description

This lesson explains how to update an existing Position Description and how to view Position
Description History.

Navigate to the Position Description panel:

Step | Action

1. From the Navigation Path, click the Recruiting/Job Openings link.
[- Recruitingidoh Openings]

*Please note you may also select this link from the Navigation window on the right
hand side of the screen.

2. Click the Position Description link to access the existing position description.
FPositioh Description
PeopleSoft.
_Search: )
I@ v ’OSeIf Service
[> My Favorites — = =
I= Self Service Naw‘gaie 1o your self service information and activities, )
[: Employee Conflict of =" ] Employee Conflict of iterest = | Online Directory 21 Personal Information
Interest L-'_ -~ Employee Conflict of Interest [: < MW Online Directory Review and update your personal information
1> Online Directory = Confict of Interest Elgniine Directory Home and Mailing Adcress
[> Personal Infarmation ElPhone Mumbers
b Payrall and Campensatian = Marital Status
[> Benefits 5=l ~ ; i =i N o
~ Recruiting/Job Openings l)hFLﬂ Payroll and Compensation <§\Belleﬁvs _ _ %;Recll_l_rllll /Job Openings
I Forms M Review your pay and cur.npensailun hlslury'.. Review heaﬂh, |rfsurar|:e, savings or other Recruiting Activties
Update your direct deposit and other deduction benefits information B ot
1:ontr\but\on infarmation ﬁBenEi:ﬂS Information _?AJ ly for Jobs
= V_\{_\ev;tpt;a CHT" ._—,iE;\L:n?nsnfummar =l Position Descrigtion
Gpeningshpplicants g?sunaTEloasnk Accounts e e
— Create Mew Job Gpening|
[ Organizational Development
> Recruiting
> PeopleTools
[» Set Up HRMS
b Reparing Tools
[ \Wiorklist
Step Action
3. Enter the position number that you wish to update into the Position Number field.

4 Click the Search button.

Position Description
Enter any information yvou have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

SetlD: begins with -+ | MWLM

Paosition Number:| hegins with |+ |21 23

Description: begins with ||

Department: hegins with |+ | =
Job Code: begins with || Q

Search | Clear | Basic Search Save Search Criteria
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Step Action

5. Notice that the Position Description has been completed with an effective date of
March 3, 2006, [Erfective pate: (030372008 = |

6. To update the Position Description, click the Plus button to add another position
description row.

*Please make sure that you click the plus button that is found to the right of the Job
Summary section.

Position Description

Position Number: 00002123 Job Code: 100093

Department Title: Secretary 1 Univ Job Title:  Secretary 1

Department: 588000 Kellogg Finance Sal Plan: MEX

ReportsTo:  poonagas  Department Assistant 2 Salary Grade: 9 View History

Ta Preload the Joh Description select fram the Generic Joh Description ar Position Mumber pick list Then click the load buttan.

Job Code: Q Generic Job Description: Pasition Number: Q Load

Job Summary

][]
Effective Date; 03/03/2008 [
Job Summary:
Under general direction, performs respansible work in coordinating administrative functions of programs, workshops, seminars,
conferences and other Finance Department activities.
Read

Position Scope

Specify the position's responsibilities for faculty and students. (List number of faculty andior students supported, etc.):
J4faculty, 25 Ph.D. students

(Please note: This screen shot does not show entire panel)
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Step | Action

7. Notice that a new Position Description row was inserted with today's date in the
Effective Date field. All existing position description information was carried forward.
You are now able to update the position description as necessary.

8. In this example, the position needed to be updated because it no longer has any
position responsibilities for faculty and student. Replace this field with N/A for "not
applicable.”

Position Number: 00002123 Job Code: 100083

Department Title: Secretary 1 Univ Job Title:  Secretary 1

Department: 588000 Kellogg Finance Sal Plan: MEX

Reports To: 00005844 Department Assistant 2 Salary Grade: 9 View History

To Preload the Job Description select fram the Generic Joh Description or Position Mumber pick list. Then click the load button.

Job Code: Q, Generic Job Description: Position Number: Q Load

Job Summary

[+ [=]
Effective Date; |DE/0G2006 [3]
Job Summary:
Under general direction, performs responsible work in coordinating administrative functions of programs, workshops, seminars,
conferences and other Finance Department activities.
Read

Position Scope

Specify the position's responsihilities for faculty and students. {List number of faculty andfor students supported, ete):

MY

Step Action

9. Click the scroll bar to scroll down the page.

10. | When finished updating the position description, click the Save button to save the
(5]

updated position description.

4. Does this position require access to Morthwestern Memaorial Hospital? CiYes ) No

Working Conditions

Are there particular warking conditions associated with the position that should he noted (.e., working environment, hours ofwork, warkspace, etc.)?

OYes ®MNo
Read

Last User ID to Update:  SAMA55 Last Update Date/Time Stamp:  03/03/06 2:07:37PM

B save || SLReturnto Search | [=] Matity |
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Viewing Position Description History:

Step | Action

11. | Click the View History link to view position description history.

12. | Notice this is the most recently updated position description. Let's say you are
interested in viewing the old position description that was updated on March 3, 2006.

Position Description
Position Number: 00002123 Job Code: 100093
Department Title: Secretary 1 Univ Job Title:  Secretary 1
Department: a88000 Kellogg Finance Sal Plan: MEX
Reports To: 00005544 Depattment Assistant 2 Salary Grade: 9
To Preload the Job Description select from the Generic Job Description ar Position Mumber pick list. Then click the [oad button.
Job Code: Q Generic Job Description: Position Number: Q Load
Job Summary
FHE=
Effective Date: |DBI0G/2006 [31]
Job Summary:
Under general direction, perfarms responsible work in coardinating administrative functions of programs, warkshops, seminars,
canferences and other Finance Department activities.
Read

Position Scope

Specify the position's responsihilities for faculty and students. (List number of faculty andior students supported, ete):
RIS

Step Action

13. | [Scroll down the page using the scroll bar]

Click the Next in List button to view the next recent position description.

+[E] Mexd in List

Waorking Conditions
Are there paricular working conditions associated with the position that should be noted {i.e., working environment, haurs of work, warkspace, efc)?
Yes No
Last User ID to Update: EAET46 Last Update Date Time Stamp:  08/08/06 1:34:47FM

S\ Return to Search | | +E] Mext in List | [=] Matifsy |
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Step Action

14. | Click the Return link to return to the position description page.

15. | If you would like to return to the Job Opening, click the Return to Job Opening link.

Position Description History

Position Number: 1002123 JobCode: 10003 e
Department Tile; Seoretary | Univ Job Ttle: - Secretary 1

Department; 58000 Kellogg Finance SalPlam:— NEX et
REDOSTO: quogsaes  DepatmentAssitant Salry Grade: 9 o

= The position description has been successfully updated. Please note that if you need the Job
Posting updated as well, you will need to contact your HR Recruiter and notify her/him that
the position description was updated. The Job Posting will not be updated automatically.
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