Using the On-Line Job Description (JD) Library

To View or Copy a Job Description in the On-Line Library (that has been approved)

or

To Create or Edit a New Job Description for Recruitment or Reclassification

(This is for job descriptions that have not been approved and sent to 

HR-Compensation)

I.  TO VIEW JOB DESCRIPTIONS THAT HAVE BEEN APPROVED IN THE ON

    -LINE LIBRARY

1. Log into the website http://joblink.ucsd.edu/mwb/jobdesc/index.html.
2. Click on UCSD Online Job Description Library.
3. Type the Job Description Number (6 digits) in the Job Description Number box and click on the Continue key.  This will bring up the job description (JD).
4. If you do not have the Job Description Number, type the Department Code (000314) in the Department Code box. You may click continue at this time or, if you want to narrow your search, you may enter the Payroll title code (4 digits) for the position, then hit Enter.
5. You can also search for a Job Description by Working Title. Type the Working Title in the Working Title box, and make sure to enter the Department Code (000314) to limit your search to Department of Psychiatry employees. 
II. CREATE NEW JOB DESCRIPTIONS

1. Log into the website http://joblink.ucsd.edu/mwb/jobdesc/index.html
2. Click on Create a new Description for a Position. 
3. Type in your email address and employee number and click on Login.

4. Click on Request Blank Form.

5. Key in appropriate information as indicated on job description.

6. After you have completed the job description, at the Please Select Action drop down box, select Save.  NOTE: When you first click Save the box will be blue.  Make sure the Save is clear before you go to the next step.  

7. At the bottom of the page, click on the Click to Save, Route or Submit. 
8. If you want to save the job description to yourself, click Save.  Make sure your email address is at the bottom of the job description so you will receive a copy of the job description.

9. If you want to route the job description to someone else, select Route from the drop-down menu and type in the person’s email address in the box to the right.  Make sure your email address is at the bottom of the job description so you will receive a copy of the job description also.  

10. Type in any notes or comments or messages that you want the reader to see in the box (If routing, send a note with e-mail?) at the bottom of the job description.

11. After you are done, at the bottom of the page, click on the Save, Route or Submit box.  This will forward your job description to the sender and send a copy to your email address with the new JD Number  

III.  TO EDIT NEW JOB DESCRIPTIONS (not in the on-line library/not approved)
1. Log into the website http://joblink.ucsd.edu/mwb/jobdesc/index.html.
2. At the main menu, Click on Edit an In-Progress Job Description.

3. Type in your email address and employee number and click on Login.
4. Type in the JD number (six digits) and click on Retrieve Description.  This will bring up the Job Description and you can make any changes. 

5. Select Route from the drop-down menu and type in the person’s email address in the box to the right.  Make sure your email address is at the bottom of the job description so you will receive a copy of the job description also.  

6. Go to the (If routing, send a note with e-mail?) box and type in an explanation of the job description request and any other information you want Ling to know about.  
7. After you are done, at the bottom of the page, click on the Save, Route or Submit box.  This will forward your job description to the sender and a copy to you.

IV.  TO MAKE A DUPLICATE JOB DESCRIPTION FROM THE JD ON-LINE 

       LIBRARY

1. You will need the Job Description number of the JD you want to copy. 

2. Log into the website http://joblink.ucsd.edu/mwb/jobdesc/index.html. 
3. Click on Create a new job description by copying a job description from the Online Job Description Library. 
4. Type in your email address and employee number and click on Login.

5. Type the Job Description number (six digits) in the box and click on Request Editable Template from Library.
6. This will bring up the duplicate Job Description and you can review and/or make any changes.

7. After you have reviewed and/or made changes to the job description:

TO SAVE THE JD and send a copy to your email:

At the Please Select Action drop down box, select Save.  NOTE: When you first click 

the Save box it will be blue.  Make sure the Save is clear before you go to the next step.  

Make sure your email address is at the bottom of the job description, so you will receive

a copy of the job description.  

TO ROUTE THE JD TO ANOTHER VIEWER and send a copy to your email.

At the Please Select Action drop down box, select Route and type in the person’s email address in the box to the right.  Make sure your email address is at the bottom of the job description so you will receive a copy of the job description. 

8. At the bottom of the page, click on the Click to Save, Route or Submit box.
V.  FOR RECLASSIFICATIONS- In addition to the Job Description, you will need to attach a Request for Classification Review Form and one the supplement listed below, if applicable.

1.  Log into the website http://joblink.ucsd.edu/mwb/jobdesc/index.html.
2. This will take you back to the Job Description Main Menu.  Stroll down to the bottom and click on Request for Classification Review Form.

3. Type in the Job No. and click Retrieve Supplement.  

4. After you have completed the Request for Classification Review Form, click Save Supplement.  This will attach the supplement to the job description.

5. If  this is a reclassification request for a Programmer/Analyst or Computer Resource Specialist series, you will also need to complete an additional supplement form.  Follow steps 1 – 4, (for step 2), click on the   Supplement for Programmer/Analyst - Computer Resource Specialist.  
6. Click on "Click Here To Return to Main Menu".  Now you need to go back into the job description to me (Be sure your supervisor has reviewed the job description before you send it to me).  At the main menu, Click on Edit an In-Progress Job Description.

7. Type in your email address and employee no. and click on Login.
8. Type in the JD number (six digits) and click on Retrieve Description.  This will bring up the Job Description and the Request for Classification Review Form and supplements (if applicable).  You can make any changes at this time, if required.  

9. Go to the (If routing, send a note with e-mail?) box and type in an explanation of the job description request and any other information you want Angela to know about.

10. Go to the Select Action drop down box and select Route.    Also, to the right type in my email address (lcao@ucsd.edu).   NOTE: When you first click Route the box will be blue. Make sure the Route is clear after you type in Ling’s email address.

11. After you are done at the bottom of the page, click on the Save, Route or Submit box.  
12. This will forward your reclassification request to Ling for review.  It will also be reviewed by the Division Administrator and the Central HR-Compensation Office.

13. REMEMBER: UNDER SEPARATE COVER (via email or to mail code 0737), SEND LING A COPY OF THE ORGANIZATIONAL CHART for the division in which the employee works.
