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. HRMS OVERVIEW

The Human Resources Management System (HRMS) is a collaboration between Human Resources,
Information Technology Solutions (ITS), and our HR system users, as part of an ongoing effort to
provide the campus with updated HR technology. The HRMS will centralize UCR developed HR tools
into a single application and contain the following modules:

1. Job Code Information - Formerly UCR Title and Pay Plan (TPP) containing job code attribute
information. The Job Code ModuleisUCR&6s online repository of job
UCR for use. Using the Job Code Information Module, you can search for available UCR job
codesltitles and view the corresponding Fair Labor Standards Act (FLSA) Coverage, Personnel
Program, Representation information, Job Standard/Series Concept, Salary Structure & Range, and
Additional Pay Types (such as Shift Differentials & On-Call rates) as applicable.

2. Job Builder-For merly UCRO6s Career Tracks (CT) system
Job Builder Module is UCR6s online repository of
using the Job Builder Module, you may be able to initiate a new job description, search, edit and
approve modifications to existing job descriptions.

3. Recruitment - Replacesthee xi sting i Recruit functionality. Th
repository of recruitment actions that have been initiated for recruitment. Based on your EACS
role(s), using the Recruitment Module you may be able to initiate, edit, approve, view and search
Recruitment actions. Recruitment and selection actions are also performed in this module.

4. Review-For merly UCROs i Review system. The Review M
Reclassification, Reclassification Salary Review, and Equity review system. Based on your EACS
role(s), using the Review Module, you may be able to initiate, edit, approve, finalize, view and
search Review actions.

All modules were developed to provide a similar navigation and user experience as the Career Tracks
system. Although the HRMS replaced UCR developed HR tools, current functionality will be maintained
and, where possible, improved.

-5|P
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ROLES T RECRUITMENT

The following are the current Recruitment Module roles:

1.

Departmental HR Coordinator - Responsible for initiating the requisition. They are responsible
for ensuring an approved position number is used for recruitment. The coordinator prepares the
recruitment profile, recruitment plan, and the job description. They ensure proper procedures for
review and approval at the department level are met.

Organizational HR Coordinator - Responsible for ensuring the job description is appropriate
based on organizational standards. The Organizational HR Coordinator may update or edit any
unlocked fields of the job description. The Organizational HR Coordinator is responsible for
ensuring the departmental recruitment is approved based on organizational standards. The
coordinator may update or edit any aspect of the recruitment. Reviews recruitment prior to
routing to HR Classification Analyst.

HR Classification Analyst - Responsible for ensuring job descriptions are classified correctly.
The HR Classification Analyst ensures that position specific details align with the classification
standards as described in either the Systemwide Career Tracks Job Standard or Series
Concepts UCR specific standards, and that the classification determination is consistent across
the campus.

HR Recruitment Analyst - Responsible for reviewing the recruitment details and posting the
job description on the UCR Job Board.

Affirmative Action Inquirer - Affirmative Action Inquirer - The Affirmative Action Inquirer works
with the Search Committeeb6s Affirmative Action
applicant pool exists. May provide guidance, upon request, to the AACL to ensure all aspects of

the recruitment process are fair and unbiased and in compliance with Affirmative Action and

Equal Opportunity laws. Provides diversity profile data, availability, and placement goals.

Reviews and approves the interview short lists.

Global Inquirer - The role designed for the AVC of Human Resources, and/or their designee(s)
acting on their behalf, has no Accountability Structure limitations. Provides Read-Only access to
all details of Work in Progress (WIP), Posted, and Completed recruitments.

Checkout Reviewer 1 (non-EACS Role) i A staff or faculty employee who has a case checked
out for review in any of the following modalities:
1 Approval Required (Read-Only) - Requires approval without the ability to make edits
1 Approval Required (Read-Write) - Requires approval with the ability to make edits.
1 No Approval Required (Read-Only) - Approval not required; only allows the ability to
review the case.
1 No Approval Required (Read-Write) - Approval not required, but the ability to make
edits to the case.
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Ad Hoc Roles

8. Other Roles i Certain roles are unigue to individual recruitments. If you are on a search
committee you will be able to review the applicants and make comments, however only the
Search Committee Chair / Chairodos Associahe has
ability mark the final decision on each candidate and record hiring information.
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UCR HUMAN RESOURCE MANAGEME

EACS AND NON-EACS

ROLES

V.

HRMS RECRUITMENT MODULE EACS & OTHER SYSTEM ROLES MATRIX

- CHECK OUT REVIEWER IN "NO APPROVAL REQUIRED (READ-WRITE]" MODE

HRAMS RECRUTIMENT

HRMS RECRUITMENT MODULE
NON-EACS ROLES
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V. TIPS AND NAVIGATION

9 The HRMS functionality is designed to continuously save. The icon will display when
automatically saving.

1 The Tool Tip information icon will display for its associated field, when you hover your mouse.
9 Character Count limitations: 4,000 for Position Custom Scope, 2,000 for Key Responsibilities

1 To report any Job Description template punctuation, spelling, or grammar errors, contact your
assigned HR Classification Consultant.

1 The Required Fields banner displays fields that must be completed.
1 Use the scroll function to access additional page sections and fields.

1 System-generated email notifications are generated and will be sent out to affected EACS roles after

each successful action.
fWhen working in the various screens
AOrgani zational HR Coordinatoro may be seen.

Departmental HR Coordinator | Organizational HR Coordinator

Department HR Coordinator Organization HR Coordinator

Dept. HR Coordinator Org (or ORG) HR Coordinator

HRMS uses Breadcrumb Navigation. Bl e a d ¢ r uypidally appear horizontally across the
top of the pages, often below title bars or headers. They provide links back to each previous page
the user navigated through to get to the current page or the parent pages of the current one.

m ‘ Human Resource Management System SUPPORT ¥ SWITCH BACK

L T T R [ & | o |

CLICKING the BACK button will close the
current action and return the user to the

previous HRMS action list. t Bﬁ.c K

@ Red encircled numbers will indicate the location where the user need to take action
@ Black lower-case letters will indicate a page feature and/or function.
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A Routing Queue / History Line will display at the top of most pages, indicating where the current
action in the process is taking place, and the furthest point of advancement. The line can move
either forward or backward, depending upon the current action. The line will also display small box
icons just above the line, indicating where a Check Out has taken place.

9

Departmant HR Coordinator Organizational HR Coordinator HR Clazzification Analyst Job Classifiad

History
The History button, when clicked, provides an at-a-glance display of the
Routing and Check Out activity. @
Heshar
it Histor
User Action Queue Timestamp
Alisha Routed from Department Coordinator to Org Organizational HR y
French Coordinator Coordinator Today at 5:57 AM
?‘iSha Initiated Department HR Coordinator Today at 5:53 AM
rench
Reviewer Role Status Queue Check outby Closedby Date Out Daten
Emma No Approval Required Review Department HR Alisha French Todayat ~ Today at
Geach (Read-Only) Completed Coordinator 4:02PM  4:19PM
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When in the All Open and My WIP Recruitment pages,

USER GUIDRECRUITMENT

there are header categories that display.

These header categories can be sorted in either ascending or descending order, by CLICKING on each

header.

All Open Recruitments

|

Recruitment
me ThiEmer Working Title

| |

Dept

P Il Titl
ayroll Title e

l

Dept Name

|-

Created

Actions
Date

Routing Queue

My WIP Recruitments

||

R it t
ID“"" men Working Title

l

Dept
Code

l

Payroll Title

|

Dept Name

|-

Created

Actions
Date

Routing Queue

To assist with locating the specific Recruitment, the header categories i Recruitment ID, Working
Title, Payroll Title, Dept Code, Dept Name, Routing Queue, and Created Date can be sorted in
ascending or descending order by CLICKING on each header category title.

The Filter function can also be used to quickly find a recruitment, by typing any information that might

be contained within this grid such as Payroll Title, Dept

Code, or Dept Name.

My WIP Recruitments

All Open Recruitments

Back To TOC
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VI. GETTING STARTED WITH HUMAN RESOURCE
MANAGEMENT SYSTEM (HRMS)

If you have an EACS role for the Human Resources Management System (HRMS), you can access the
l ink on RO6Space under the AAut hor i htpd/hmayeredu. Theaeb O
HRMS Gateway page only displays modules for which you have an HRMS EACS role.

U C R Human Resource Management System SUPPORT ¥ SWITCH BACK

2SSt 02YS Yyyyuwuwuwyyywy

Welcome to the UCR Human Resources Management System (HRMS). The HRMS is a UCR developed Staff HR Software Application
containing the following modules: Job Code Information, Job Builder, Recruitment, and Review. The Job Builder, Recruitment, and
Review modules are only visible to you if you have a corresponding EACS role. Mouse over each module tile for a brief description.

g%é =
= 7 e, =
@ Job Code Information @ Job Builder © Recruitment @ Review

=

a) Job Code Information:

The Job Code Module is UCROs online repository o
Using the Job Code Information Module, you can search for available UCR job codes/titles and

view the corresponding Fair Labor Standards Act (FLSA) Coverage, Personnel Program,

Representation information, Job Standard/Series Concept, Salary Structure & Range, and

Additional Pay Types (such as Shift Differentials & On-Call rates) as applicable.

b) Job Builder:

The Job Builder module is UCROGs online repositor
using the Job Builder Module, you will be able to initiate a new job description, search, edit, and
approve modifications to existing job descriptions.

¢) Recruitment:

The Recruitment Module is UCROGs online repositor
for recruitment. Based on your EACS role(s), using the Recruitment Module you may be able to

initiate, edit, approve, view and search Recruitment actions. Recruitment and selection actions are

also performed in this module.

d) Review:

The Review Module is UCRO6s online staff Recl assi
Equity review system. Based on your EACS role(s), using the Review Module, you may be able to
initiate, edit, approve, finalize, view and search Review actions.

=== e
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b)

d)

f)

Below is the Recruitment landing page.

USER GUIDRECRUITMENT

Recruitment

The Recruitment module is UCR's online repository of recruitment actions. Based on your role(s), using the Recruitment module you
may be able to initiate, edit, approve, view, search, review and disposition candidates, and finalize recruitments.

Additional information on how to use this module can be found in the HRMS Recruitment User Guide and HRMS Recruitment Job Aids.

© ® © ®

Initiate Recruitment WIP Recruitments All Open Recruitments Completed/Pushed to iRecruit

() Oe” @) ™

Posted Recruitments Recruitments to be Finalized Finalized Recruitments Assign Default Chair's Associate

OX=N O

Review Application Pools Search Recruitments

Initiate Recruitment

Used to create a recruitment to fill a position which has been vacated by a staff member or to fill a

newly created position.

WIP Recruitment

Consists of recruitments requiring action in the Work In Progress (WIP) queue and are based off of

a userds EACs role(s) and accountahbi

All Open Recruitment

l' ity struct

Displays all Work In Progress (WIP) recruitments that are within the HRMS Recruitment user's
accountability structure(s) and will display the queue in which the WIP recruitment is currently

located.

Completed/Pushed to iRecruit

Displays all recruitments which have been completed and pushed to iRecruit, that are within the
HRMS Recruitment user's accountability structure(s). These are historical recruitments from the

iRecruit system from 2010 to 2023.

Posted Recruitment

Di splays all Posted Recruitments that are withi
structure(s).

Recruitments to be Finalized

Displays all recruitments to be finalizedt hat are within the HRMS Recru

structure(s).

Back To TOC
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g) Finalized Recruitments
Displaysa | | fina
structure(s).

h) Assign Def au
Allowsauser to
Recruitment

|l i zed

r

| t Chai

assi

gn

user 6s

i) Review Application Pools
Displays all recruitments on which the HRMS Recruitment user has a Search Committee role (i.e.,
Associ ate, Member

Chair , Chai

i) Search Recruitments

r 6s

e

r
t
a

USER GUIDRECRUITMENT

cruitments that are within

6s Associate

h e foCal mdrurtndents thasaseavithin theé HRMB o | e

ccountability

structure(s).

Af firmative

Allows a user to locate Recruitments that are in the Work In Progress, Open, or Completed/Pushed
to iRecruit queues, in the HRMS Recruitment module.

Back To TOC
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Departmental HR Coordinator Role

The Departmental HR Coordinator prepares the job description and ensures proper procedures for
review and approval at the departmental level are met. The Departmental HR Coordinator is also
responsible for initiating and maintaining the job description.

1. INITIATE TEMPLATE JOB DESCRIPTION

1.1. Initiating a Recruitment is the process in which a new recruitment is created. A new
recruitment is created to fill a position which has been vacated by a staff member or to fill a
newly created position.

1_

s Management System (HRMS). The

Welcome to the UCR Human Resource
containing the fo

e |

Job Code Infarmation Job Builder Recruitment Review

1.2. CLICK on the Recruitment tile

1.3. CLICK on Initiate Recruitment tile

Recruitment

The Recruitment Module is UCR’s online repository of recruitment actions that have been initiated for recruitment. Based on your EACS
role(s), using the Recruitment Module you may be able to initiate, edit, approve, view, and search Recruitment actions. Job posting actions
are transitioned to iRecruit where recruitment and selection actions are processed.

©)

Initiate Recruitment WIP Recruitment All Open Recruitment Completed/Pushed to iRecruit

Search Recruitments
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1.4.

1.5.

1.6.

SELECT the accountability structure from the
drop-down list. Note: Based on the user, the
accountability structure options may be an entire
organization, a division, or a specific department.

SELECT either:

Create From Job Code or Copy An Existing
Job Description. Note: When using this option,
have the job code available or use the decision
tree.

Copy From An Existing Job Description to start
with a previously classified job description. Note:
When using this option, have the name of the
person whose job description is being copied
available or other identifiable information such as
job code, job title etc.

Back To TOC

USER GUIBDRECRUITMENT

Initiate Recruitment X

Chocse accountabiity structure

ORG39 - Planning, Budget & Admin

14

How would you like to create a new Job Description?

Create From JobCodaCopy An Existing Job Description

[nitiate Recruitment

Choose accountability structure v

How would you like to create a new Job Description?

Create From Job Code Copy An?g%escn’puon

S
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USER GUIBDRECRUITMENT

2.1. The Create a new Job Description page displays. It provides two methods for selecting a Job

Code,AiSear chrthBfiBDeci si on

Tree

A b fa Pk & job Funcion

@

AUDIT COMPLIANCE A

o |comucmons [
he kind
COUNSELING AND PSY.
9 ACONTIG | ENTERPRSERISKMA..
¥ | Entcanonac services ok Responsiity

SERVICES.
Wil the incumbent in the posiion supenvise 2t least 2 ful-fime Career employees?

YES L) NOT SURE

FINANCE

GENERAL ADMINISTRATION

Create a new Job Desarption

PROFESSIONAL

FINANCIAL ANL 3(007709)

Genenc Soope.
to:2pply theory and put It nto practios
L )
SUPERVISORY & MANAGERIAL R
|
| o
|
| oA 2
| mwoLmsR e
R | e e

Levet of Supesvison Recenved

Key Responsbifies

]

2.2. CHOOSE the Job Family by typing the Job Family/

description, or by CLICKING on the Job Family tile
from the scrolling list. Note: Selecting the Job
Family that best describes at least 50% of the
posi ti acnddsactiditeesand tasks. Do not
focus on the type of organization that the position is
in, focus on the kind of work being assigned.

Back To TOC

Description

performance andlor resource dllocatons.
Provides analytical suppart for complex budget, fnancial,or resource 5
analysis prjects. :

design, T don, Gooumentation, 5
‘securty, woridiow, and customer feedoack.
conceives of
bt s
tools, and relzted business prooesses.
i tion, analyzes,

MWWWWWN p

uses, e oetera

Soctcis oot ol sodoucects

Filter to a specific Job Family

AUDIT COMPLIANCE AND ETHICS

COUNSELING AND PSYCHOLOGY

EDUCATIONAL SERVICES

ENGINEERING

EXTERNAL AFFAIRS

FACILITIES DEVELOPMENT AND EHS

FINANCE

GENERAL ADMINISTRATION
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2.3. SELECT a Job Function that best describes the
majority of the work responsibilities assigned to
this position (50% of the activities over the course
of year). The Systemwide Job Standard Job
Function Summary will display at the bottom of the
screen when the cursor is held over the Job
Function tile. Note: Only Job Functions actively
extended to UCR will be displayed.

2.4. SELECT a Role Responsibility option.

Pick a Job Function

Choose a Job Function that best describes the majority of the work
responsibilities assigned to this position (50% of the activities over the

course of year)

ACCOUNTING ENTERPRISE RISK MANAGEMENT
FINANCIAL ANALYSIS FINANCIAL SERVICES
PAYROLL PROCUREMENT
REVEMUE CYCLE HC SUPPLY CHAIN MANAGEMENT

=== e
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USER GUIBDRECRUITMENT

Note: To assist with selecting the appropriate Job Category & Level for the position,
answer the following questions. Alternatively, you can also skip this step; and choose a

Job Title from the right.

Fiter to a Job Level

For assistance with selecting the appropriate Job Category for the position, answer the following questions.

Alternatively, you can also skip this step and choose a Job Title from the right menu.

Role Responsibility

Will the incumbent in the position supervise at least 2 full-time Career employees?

| f answer is AYESO:

Fiter to a Job Level

NO

For assistance with selecting the appropriate Job Gategory for the position, answer the following questions.
Alternatively, you can also skip this step and choose a Job Title from the right menu.

Role ReSPONSIDItY | e i

Will the incumbent in the position supervise at least 2 full-time Career employees?

NOT SURE

( o

)

Financial Analysis Supervisory and Managerial Category

Select the appropriate level for this position keeping in mind that the description should represent the
majority of position's day-to-day required activities (at least 50%) for most of their work time. The
rating is focused on what is required from the position, NOT the capability of an individual,

Back To TOC
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=

| f answeos: i s

Note: Only Job Category
and Levels actively
extended to UCR will be
displayed.

Fiter to a Job Level

Alternatively, you can also skip this step and choose a Job Title from the right menu.

For assistance with selecting the appropriate Job Category for the position, answer the following questions.

Role Responsibility

Will the incumbent in the position supervise at least 2 full-time Career employees?

YES MO NOT SURE

C ° )

Financial Analysis Professional Category

Select the appropriate level for this position keeping in mind that the description should represent the
majority of position's day-to-day required activities (at least 50%) for most of their work time. The
rating is focused on what is required from the position, NOT the capability of an individual.

| f ans WeTSURED : i

An incumbent in a Supervisory position supervises at least 2.0 FTE Career employees and

performs supervisory functions where independent judgment is exercised in at least three
of the following:

Independently selects subordinates OR participates in the interviews and recommends
who should be hired;

Independently determines subordinates’ performance ratings OR recommends
performance ratings;

Independently decides within budgetary limitations the amount of subordinate merit
increases, who will be selected for promotional opportunities, and whether to request the
reclassification of a position, OR recommends these actions;

Has independent authority to issue written warnings and suspensions and determines
what discipline should be imposed upon a subordinate OR recommends such actions;
Has independent authority to resolve grievances or complaints OR formulates and
recommends a resolution to grievances or complaints.

=== e
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2.5. SELECT the desired level from the list displayed.

Create a new Job Description | smarscn oescmeron |
- FINANCIAL ANL 3 (007709) -
FINANCIAL ANL 1
tions. FINANCIAL ANL 2
SR Generic Scope
FINANCIAL ANL 5

Experienced professional who knows how to apply theory and put it into practice with in-depth
understanding of the professional field; independently performs the full range of responsibilities
within the function; possesses broad job knowledge; analyzes problems/issues of diverse scope

SUPERVISORY & MANAGERIAL

FINANCIAL ANL MGR 1 and determines solutions.
< FINANCIAL ANL MGR 2
FINANCIAL ANL MGR 3 Custom Scope
FINANCIAL ANL MGR 4 Uses skills as a seasoned, experienced professional with a full understanding of industry
FINANGIAL ANL SUPV 1 practices and organizational policies and procedures; resolves a wide range of issues in

imaginative as well as practical ways. Works on problems of diverse scope where analysis of
data requires evaluation of identifiable factors. Demonstrates good judgment in selecting
methods and techniques for obtaining solutions. Contacts are both internal and external to the
department.

FINANCIAL ANL SUPV 2

Level of Supervision Received

A _Canaral Sunarvicinn - Tha inriimhant dovalane nrradirae far narfarmanna af a uariaty of ditine:

<no>'u B 0 o v

2.6. Once the Job Code title is identified, review the
Job Description Overview by scrolling through
Template Job Description based upon
established Career Tracks job standard.

START JOB DESCRIPTION

If this is the Job Code Title desired, CLICK the

START JOB DESCRIPTIONbut t on. I f i
correct, go back and review other Job Code

Titles.

It is important to note that once the START JOB
DECRIPTION button has been clicked, the Job
Code selected cannot be changed for a
Template Job Description. For Non-Template,
the Job Code can be changed at any time during
the life cycle of the proposed Job Description
process.
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2B. CREATING A NEW JOB DESCRIPTION (USING THE SEARCH BY
FIELD

U c R Human Resource Management System SUPPORT v SWITCH BACK

HOME >  JOB BUILDER

Create a new Job Description ARCH BY | FINANGIAL ANL 3 (007709)

Browse Job Families

To accurately find the appropriate Job Code, start by selecting the Job Family that best describes at least -

50% of the position’s day-to-day activities and tasks. Do not focus necessarily on the type of organization

that this position is available for, but instead on the kind of work being assigned.

Vv

s

SEARCH BY | 7709

2.7. When searching for a known job code, ENTER the

code or a keyword into the Search By Field. FINANCIAL ANL 3
b
(007709)

Once the Job Code title is identified, review

the Template Job Description based upon
established Career Tracks job standards. If

this is the Job Code Title desired, SELECT
START JOB DESCRIPTION. I f it i's
correct, go back and review other Job Code

Titles.
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3. COPYING AN EXISITNG JOB DESCRIPTION

3.1. From the Initiate a Job Description pop-up, SELECT the COPY AN EXISTING JOB
DESCRIPTION button.

@ Initiate a Job Description X

How would you like to create a new Job Description?

Create From Job Code Copy An Existing Job Description

3.2. The Copy Job Description page displays.

Copy An Existing Job Description

Copy Job Description

Filter by Job Family Filter by Job Codes Filter by Employees Filter by Personnel Program Code

Find JD's with No Employee

Job Description ID /Recruitment ID /Review ID Filter by Org/Dept Working Title

@Inuludu Inactivated JDs Q SEARCH

N’

% Coll of Hum, Arts & Social Sci (ORG12)

3.3. Search for the job description by using one or more of the filter fields shown, then CLICK
SEARCH.

3.4. CLICK the slider next to Include Inactivated JDs to view both "classified" and "inactivated"
Job Descriptions that meet the specified criteria.

Note: The search criteria will auto populate the user HRMS Job Builder accountability

structure(s) under AFilter by Org/ Depto. To
accountability structure, remove the criteria in the "Filter by Org/Dept" field.
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3.5. Alisting of found job descriptions meeting the selected criteria from the search performed will
appear in a list below the "Copy Job Library" search box.

3.6. To view a Job Description, CLICK the eye icon on

the row for the Job Description you want to review. @
IDs ¢ Effective Date § Employee % Job Code 4 Status & Org/Dept & Actions s
JD1D: 27 BLANK AST 3 (004722) Classified ~ Gluck Administration (D01259) & @

Recruitment ID; 27094845

JD ID: 27088129 . )

p ¥, &
e o FINANCIAL ANL 3 (007709) Classified ~ CHA&SS Dean's Office (D01008) &
JD ID: 27058083 BLANK AST 3 (004722) Classified  CHA&SS Dean's Office (DO1008) 7, @

Recruitment ID: 27058080

3.7. To create a copy of a job description, CLICK the
double paper icon on the row for the Job
Description you want to copy, which will direct the
user to a newly created job description.

The newly created job description will contain some
data from the job description it was copied from, but
not all, and will be in edit mode

3.8. Refer to the relevant User Guide section for
information about Template or Non-Template Job
Descriptions to proceed with the remaining actions
required.
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HNANC'AL ANL 3 & CANCEL JOS DESCRIPTION 1 BACK

D Cr 22319558 | Job Code: 007709

A\ The job descripfion is missing some required information. The following fields must be completed before the job description can be classified.
18 Click fo Expand.

£ Previous Secfion Next Section 3

b J—
Department HR Coordinator Organizational HR Coordinator HR Classification Anatyst Job Classified S
I
Job Desc:ptlon Overview
Effective Date ‘Working Titke
<@ EDUCATION & EXPERIE ..
3 -
.|I|I KNOWLEDGE & SKILLS
e Deparment
=] 'OTHER REQUIREMENTS

Mo Employee Attached

é
|

fii)
B
§

SUPSIVISO (i 5y Fiat L, £ buti) Department Head o ey e Lat, o sty
= pe P
o JO COMMENTS
No Supervisor Attached Mo Department Head Attached
Parsonnel Program Code FLEA
1 - Professional & Support Staff Exempt
HEERA Code Grade
= Grade 22 =

Position(s) Directly Supervised (if sppicable)

Job Code Job Title FTE Actions

Search by code or title FTE m

Below the JD ID and Job Code line is the Required Fields banner. By CLICKING on
the Click to Expand | + | icon, all of the required fields within the job description that
must be completed are displayed.

A The job description is missing some required information. The following fields must be completed before the job description can be classified.

Click to Expand.

REC-25|Page
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4.1. CLICK the Click to Expand | 4 | icon.

4.2. The Required Fields banner displays all actions that must be completed before a job can be
classified.

Note: When a required action is satisfied, it no longer displays in the Required Fields banner.
Should an action/field previously satisfied become unsatisfied, it will re-appear in the Required
Fields banner.

A The job description is missing some required information. The following fields must be completed before the job description can be

classified. @ Click to Collapse.

Working Title must be entered. (JD Overview tab)

Department must be specified. (JD Overview tab)

Department Head must be specified. (JD Overview tab)

Supervisor must be specified. (JD Overview tab)

HEERA Code must be specified. (JD Overview tab)

Position Custom Scope must be specified. (JD Overview tab)

Key Responsibilities must add up to equal 100%, currently they equal 60%. (Key Responsibilities tab)

Working Environment must be selected. (Environment tab)

Items Used must be entered. (Other Requirements tab)

Physical Requirements (Bend, Sit, Squat, Stand, Crawl, Walk, Climb) must be selected. (Other Requirements tab)

Mental Requirements (Read/Comprehend, Write, Perform Calculations, Communicate Orally, Reason & Analyze) must be selected.
(Other Requirements tab)

Environmental Requirements (Is exposed to excessive noise, Is around moving machinery, Is exposed to marked changes in
temperature and/or humidity, Drives motorized equipment, Works in confined quarters, Dust, Fumes) must be selected. (Other
Requirements tab)

Critical Position must be entered. (Critical Position tab)

JD Attachments must have at least one Ora Chart. (JD Attachments tab)

REQUIRED FIEL ACTION TYPE TABT_OCATION

4.3. Each Required Field will be in bold type, followed by the required action. The tab location
for each Required Field will display in parentheses, at the end of each Required Field line. For
the Job Builder example, the Required Fields include the following:

4.4,
1 Working Title 1 Working Environment
1 Department T ltems Used _
1 Department Head 1 Physical Requirements
1 Supervisor 1 Mental Requirements
¢ HEERA Code 1 Environmental Requirements
T Position Custom Scope 1 Critical Position
1 Key Responsibilities 1 JD Attachments
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4.5. CLICK the Click to Collapse icon to collapse the Required Field Banner.

ﬂ. The job descriplion is missing some required information. Tha follow ng flelds must be complated batora the job description can b

classified, B Click to Collapse

4.6. The Job Description sections may be accessed by
either CLICKING directly on the tab, or by JD OVERVIEW
CLICKING on the Previous Section and Next

Section KEY RESPONSIBILITIES

€ Previous Section Next Section »
EDUCATION & EXPERIE...

KNOWLEDGE & SKILLS

ENVIRONMENT

OTHER REQUIREMENTS

CRITICAL POSITION

JD ATTACHMENTS

REVIEW

=== e
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R Human Resource Management System SUPPORT ¥ SWITCH BACK

CLICK to cancel a Job Description.
Once cancelled, it CANNOT be
FlNANClAL ANL 3 retrieved. Note: ReCIaSSiﬁcation ® CANCEL JOB DESCRIPTION t BACK

B - Proposed Job Descriptions
D D: 27002255 | Job Code: 007709

A The job description is missing some required information. The following fields must be completed before the job description can be classified.

Click to Expand.

€ Previous Section Next Section »

"

Department HR Coordinator Organizational HR Coordinator HR Classification Analyst Job Classified HISTORY

B woovervew

Job Description Overview

[}
E KEY RESPONSIBILITIES

Effective Date Working Title
<@ EDUCATION & EX Q L
&

all.  KNOWLEDGE & SKILLS

9 ENVIRONMENT Employee find By First, Last, Or NetiD) 4 10 Department
" OTHER HEQUIHEMI‘:‘

CRITICAL POSITION No Employee Attached
JD ATTACHMENTS

SUPErvisor (Find By First, Last, Or NetiD) Department Head (Fina By First, Last, Or NetiD)
JD COMMENTS
(3  REVIEW&sSuBMIT
No Supervisor Attached No Department Head Attached
Personnel Program Code FLSA
1 - Professional & Support Staff Exempt
HEERA Code (& Grade
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4.7.

4.8.

4.9.

USER GUIDRECRUITMENT

Effective Date is not required to be entered,
however, should be if an Employee is added to the
job description. Note: When creating a proposed
job description for a Review case, the
Reclassification effective date is auto-populated.

Effective Date
05/28/2020 a5

ENTER a Working Title.

Working Title

Financial Analyst 3

The Employee is not required to be entered;
however, should be if the employee is known.

Employee (Find By First, Last, Or NetiD)

TYPEei t her the Empl oyeeds
the payroll system or their UCR NetID.

Sample, Sally

Note: When creating a proposed job description
for a Review case, the employee name is auto-
populated.

Note: This field will auto-populate with name
suggestions, based on the characters entered.
Upon selecting the employee, their Name and
Employee ID displays.

Back To TOC
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4.10. SELECT the Department. The available
department(s) in the list are based on the
Accountability Structure. selected when

initiating the job description.

4.11. ENTER the Supervisor name by either their
name as shown in the payroll system, or their

UCR NetID.

Note: This field will auto-populate with name
suggestions, based on the characters entered.
Upon selecting the Supervisor, their Name, Title
Code, Payroll Title, Grade, Working Title,

Phone, and Email displays.

4.12. ENTER the Department Head name by either
their name as shown in the payroll system, or

their UCR NetID.

Note: This field will auto-populate with name
suggestions, based on the characters entered.
Upon selecting the Department Head, their
Name, Title Code, Payroll Title, Grade,
Working Title, Phone, and Email displays.

USER GUIDRECRUITMENT

Department

PB&A R'Shared Services Center (D01325) =

Anthro/Soci Admin Unit (D01329)
Anthropology (D01025)

Archaeological Research Unit (D01251)
Art (D01033)

Art/Art History Admin (D01270)
CHA&SS Unallocated Res. (D01009)
CHARSS Dean's Office (D01008)
CHA&SS Student Affairs (D01010)
CHASS Facilities MGMT (D01268)

Cntr for Biblio. Studies (D01012)

Cntr for Ideas and Society (D01013)
Cntr for Social & Beh. Sci Res (D01014)
Comp Lit & For Lang/Hisp Admin (D01331)
Comparative Lit & Languages (D01020)
Creative Writing (D01035)

Dance (D01036)

Econ/Poli Sci Admin Unit (D01332)
Economics (D01026)

sheilab

Title Code: 000545

Grade: 27

Phone: 8275191

HName: Sheila Bergman
Payroll Title: ADMIN MGR 2
Working Tite: ARTSblock Executive Director

Email: sheilab@ucr.edu

julietm

Find by First, Last, or NetiD

Hame: Juliet Mchullin
Title Code: 0071007
Payroll Title:

Grade:

Phone: 7152714

Working Title: Professor, Center for Healthy Communities

Email: julietrmi@medsch.ucr.edu

Back To TOC
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P
JD OVERVIEW
4.14

KEY RESPONSIBILY, Personnel Program Code FLSA

1 - Professional & Support Staff Exempt
EDUCATION & EXPER. 4 16
KNOWLEDGE & SKILL HEERA Gode G Grade

< Grade 22 <
ENVIRONMENT
OTHER REQUIREMENTS
Position(s) Directly Supervised (if applicable)

CRITICAL POSITION

Job Code Job Title FTE Actions

VENTS
Search by code or title FTE ADD

JD COMMENTS

REVIEW & SUBMIT

Generic Scope

Experienced professional who knows how to apply theory and put it into practice with in-depth understanding of the
professional field; independently performs the full range of responsibilities within the function; possesses broad job
knowledge; analyzes problems/issues of diverse scope and determines solutions.

4 19 Custom Scope

Uses skills as a seasoned, experienced professional with a full understanding of industry practices and organizational
policies and procedures; resolves a wide range of issues in imaginative as well as practical ways. Works on problems
of diverse scope where analysis of data requires evaluation of identifiable factors. Demonstrates good judgment in

selecting methods and techniques for obtaining solutions. Contacts are both internal and external to the department.

4 20 Level of Supervision Received
.

General Supervision - The incumbent develops procedures for performance of a variety of duties; or performs complex
duties within established policy guidelines.

Position Custom Scope

< Previous Section Next Section >

4.13. The Personnel Program Code field is auto- |Personnel Program Code

populated according to the selected Job Code.
1 - Professional & Support Staff

4.14. The FLSA field is auto-populated according to the

selected Job Code. FLSA

Exempt
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4.15. ENTER the appropriate HEERA Code. CLICKING
on the HEERA Code hyperlink will direct you to
the UCR Employee Relations (EREL) Code
Chart. The chart will assist in determining the

proper HEERA Code to select.

4.16. The Grade field is auto-populated according to the

selected Job Code.

Note: Most job codes will auto-populate the Grade,
but there are exceptions, such as By Agreement
(BYA) positions where a Grade must be selected.

4.17. If the position has supervisory responsibilities:

a. ENTER the Job Code or Job Title
for the Employees as represented
in the HR Payroll system.

b. ENTER the FTE value and CLICK
the ADD button.

Note: The Position(s) Directly
Supervised should match the
Organizational Chart that will be
uploaded under the JD Attachments
tab.

Additionally, the FTE value should
represent the total number of FTEs
(i.e., 0.5,0.75, 1.0, 1.5, etc.) of all
Employees in the specified
classification, versus the number of
positions.

d

USER GUIDRECRUITMENT

HEERA Code (£

HEERA Code (7'
v

A - Manager, Not Confidential

B - Manager, Confidential

C - Supervisor, Not Confidential

D - Supervisor, Confidential

E - All others, Not Confidential

F - All others, Confidential

G - Not covered by HEERA (out of State)

Grade
Grade 22

Job Code

) 004722

Job Title FTE Actions

] BLANKAST 3 @ 2.0 ™ & L]

Job Code

004722

Job Title

BLANK AST 3

Back To TOC
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4.18. The Generic Scope field is auto-populated from the UCOP Job Standard and cannot
be edited.

Generic Scope

Experienced professional who knows how to apply theory and put it into practice with in-depth understanding of the
professional field; independently performs the full range of responsibilities within the function; possesses broad job
knowledge; analyzes problems/issues of diverse scope and determines solutions.

4.19. The Custom Scope field is auto-populated from the UCOP Job Standard and cannot
be edited.

Custom Scope

Uses skills as a seasoned, experienced professional with a full understanding of industry practices and organizational
policies and procedures; resolves a wide range of issues in imaginative as well as practical ways. Works on problems
of diverse scope where analysis of data requires evaluation of identifiable factors. Demonstrates good judgment in

selecting methods and techniques for obtaining solutions. Contacts are both internal and external to the department.

4.20. The Level of Supervision Received field is auto-populated from a UCR established
standard, based off the Career Tracks category and level, and cannot be edited.

Level of Supervision Received

General Supervision - The incumbent develops procedures for performance of a variety of duties; or performs complex

duties within established policy guidelines.

4.21. The Position Custom Scope should be a statement of the major purpose of a
position and its role in the Unit/Department/Organization.

The Position Custom Scope should clearly indicate the role of position as well as
the reason why the position exists. This is not an exhaustive list of duties, nor is it a
marketing description.

Position Custom Scope

CLICK in the box to write a custom scope]
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5.1. NAVIGATE to the Key Responsibilities tab, or the

KEY RESPONSIBILITIES
Next
Mext Secticn )
A Key Responsibilityi s t he detailed expectations of a posit

functions of the job. The Key Responsibilities will display in descending order, based upon the
percentage of time assigned; they must add up to 100%. Note: There are two types of Key
Responsibilities: Locked and Custom.

JD OVERVIEW

Key Responsibilties

KEY RESPONSIBILITIES

Descripton (Curenty 60%) s %Tme & Acton
Applies professional concepts to perform moderate to complex analysis to understand
.|||. KNOWLEDGE & SKILLS past performance and determine present and future performance and/or resource 10 % + & a
allocations.
Provides analytical support for complex budget, financial, or resource analysis 5% © @ @
projects.
Provides department support in the areas of business process analysis and design,
system or procedure testing and implementation, documentation, security, workflow, 5% + 4 [}
and customer feedback.
- Coordinates and implements department budget allocations, conceives of and
. maintains department chart of accounts or other data management tools, and related 5% + i a
JD ATTACHMENTS business processes.
Gathers information, analyzes, prepares and summarizes recommendations for
JD COMMENTS financial and/or resource plans, including annual resource allocation approaches,
trended future requirements, operating forecasts, sources and uses, et cetera.
) : . o o 5% + 4 a
Examples include generating, modifying, and conceiving of new financial or other

(5>  REViEW & sUBMIT resource reports, or analyzing and forecasting staff/faculty salary budgets, contracts,
grants, gifts, endowments, or user fees.

Performs complex financial or resource research and studies for a variety of internal 5% + s a
department constituents.

Prepares reviews and/or approves financial transactions. 5% + r'd ]
May train staff and where appropriate, creates an effective team environment. 5% = I'd &
Independently gathers information as needed to perform analysis. 5% + r'd ]
Documents procedures for financial activities. 5% + 4 &
Ensures that the appropriate internal controls are addressed, maintained and

] 5% G/ 4 ]
strengthened to protect University resources.

Add Key Responsibility 0% - ADD
N’
£ Previous Section Next Section »
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The following information describes the Key Responsibilities and the navigation to add and/or modify
key responsibilities to equal 100%. The Key Responsibility will display in descending order, based
upon the percentage of time assigned

5.2. Locked Key Responsibilities:
a. Locked Key Responsibilities are derived This |
from the UCOP Job Standard, and are Action responsibility is
identified by the padlock icon on the right- locked by HR
hand side of the screen. .
b. he prepopulated percentage of time for each + 4
Locked Key Responsibility can be changed
by CLICKING on the pencil icon. If a Locked Save your
Key Responsibility does not apply to the

changes b
position, the percentage of time may be CLIC?(INGy h b
changed to 0%. e 4
Save icon 4

Note: Locked Key Responsibilities assigned 0% will
be evaluated to determine if the requested 5% 0 X
classification is appropriate, or if a different, possibly
lower, level classification better represents the scope
of work that is expected to be performed by the
position.
Note: UCR has established that Locked Key
Responsibilities must represent at least 60% of the
total Key Responsibilities.

c. Additional information can be added to each +
Locked Key Responsibility by CLICKING F’m:idesrdenaﬂ?emlsuripoﬂ :ﬂd!?eetreas t:i ?usindess frocisﬁa:a\ysisihﬁﬁ
on the plus icon. The additional information Clomereedback.
will display beneath the Locked Key Click on the + sign to write an addendum to the current text.
Responsibility as a bullet point, and may be
used to further clarify the Locked Key
Responsibility, but should not be in direct B X
conflict with the Locked Key
Responsibility, and must be within the fr?;/r?g);zukr)y ,/ /
scope of the Locked Key Responsibility. CLICKING the Cancel

Save icon changes by
CLICKING the
button. M
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5.3. NAVIGATE to the Key Responsibilities tab, or the Next Custom Key Responsibilities
may be added in the field located at the bottom of the Key Responsibilities section.
ENTER the full text of the Custom Key Responsibility in the text field.

5.4. Add up to 40% of department specific key responsibilities that are not in conflict with the
positiondés SHBCT®e aprapaategercentage of time.

5.5. CLICK the ADD button.

Implements pelicies and programs in recruiting, instructional labor relations, wage and
salary administration, and training.

% - & a
|Add custom key responsibility here] -

e

0

5.6. To delete a Custom Key Responsibility, CLICK on the Trashcan icon

Key Responsbilities

Description (Currently 70%) + % Time ~ Action &

Custom KR #1 5% 4

Delete this k bil
Provides advice and assistance to students on all aspects of their academic experience, S Whis 12y 1esporabilty

includiny ression and requirement matters for the department / school / college.
g prog: eq P eg 5% + Vs a

A message will display, asking you to either confirm or cancel the deletion

Are you sure you want to delete this item?

ﬁ s

5.7. CLICK the DELETE button to delete the Key Responsibility.
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6. EDUCATION & EXPERIENCE

6.1. NAVIGATE to the Education & Experience tab, -  EDUCATION &
or the Next Section

Next Section

6.2. Entries in the Education and Experience section should include the minimum level and
type of education, experience, licenses, certifications, and/or educational conditions
required for the classification |l evel, as well
equivalent experriencel/training. o

6.3. Additional preferred items can be added to the education section, but cannot be in conflict with
the Job Standard. All other sections on this tab can have both required and/or preferred items
added, but cannot be in conflict with the Job Standard and should be relevant to the position.

Note: Custom addition(s) can be deleted by CLICKING on the Trashcan icon next to the item.
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Education & Experience Requirements
S

B wovervew

- — =
o ENVIRONMENT Bachelor's degree in related area and/or equivalent experience/training. Required a
OTHER REQUIF‘EME@ Add New Education Requirement ] Preferred m ‘
CRITICAL POSITIOM,
Sl @ Experience Requirements
JD COMMENTS
Experience Requirement Action

[5  ReviEwssusMIT 4 - 7 years of related experience. Required a

License Requirements
‘ License Requirement Action

Add License Requirement Preferred : ‘

Certification Requirements

Q Certification Requirement Action

Add Certification Requirement Preferred - ‘

Educational Condition Requirements

6.8

Educational Condition @ Requirement

Action

€ Previous Section Next Section »

6.4. The Locked Education Requirements fields are derived from the UCOP Job Standard, and
cannot be edited or deleted. Only Preferred Education Requirements can be added in the
AAdd New Educati otextfRelgui r ement 0o

Fducation Requiremnents

Degree Requirement Action
Bachelor's degree in related area and/or equivalent experience/training. Required a
CLICK in the open field to add a custom requirement. Preferred & w

Add New Education Requirement Preferred “
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USER GUIDRECRUITMENT

6.5. The Locked Experience Requirements fields are auto-populated from a UCR established
standard, based off the Career Tracks category and level, and cannot be edited. You may
include additional Required and/or Preferred Experience Requirements as long as they are
in alignment with the UCOP Job Standard and/or the UCR established standards. The text
boxes display examples of how you may enter the additional Experience Statement; the first
two boxes are optional, however the third box must be completed. The dropdown menu allows
you to indicate if the Experience Statement is a Required or Preferred Experience

Requirement.

Experience Regurements

Experience

4 -7 years of related experience.

Experience with financial systems

Requirement

Required

Preferred

Action

4 m

v Preferred
Required

6.6. Locked Licenses fields, if any, are derived from the UCOP Job Standard, and cannot be edited
nor deleted. ENTER any additional License(s), and SELECT whether the requirement is

Required or Preferred.

License Requirements

License

Requirement

Preferred =

Action

6.7. Locked Certification fields, if any, are derived from the UCOP Job Standard, and cannot be
edited nor deleted. ENTER any additional Certification(s) and SELECT whether the
requirement is Required or Preferred.

Certification Regquirements

Certification

CPA

Requirement

Required =

Action

6.8. Locked Education Condition fields, if any, are derived from the UCOP Job Standard, and
cannot be edited nor deleted. An Educational Condition may need to be met within a specific
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time frame or may be ongoing; for example, obtaining a certification within 6-months of
appointment begin date.

6.9. ENTER any additional Education Condition(s) and SELECT whether the requirement is
Required or Preferred.

Educational Condition Requirements

Educational Condition € Requirement Action

CMA Certificate within 6 months of employment Preferred

Example: Obtain CCP Certification within 6
T o) Ol TI p months of appointment date

=== A



UCR HUMAN RESOURCE MANAGEME USER GUIBDRECRUITMENT

7. KNOWLEDGE, SKILLS AND ABILTIES (KSAS)

7.1. NAVIGATE to the Knowledge and Skills tab.

7.2. Knowledge, Skills, and Abilities should correlate to the Key Responsibilities. Locked KSAs
are derived from the UCOP Job Standard

7.3. Skill: Can be generally taught or learned, and is acquired through direct experience.
7.4. Knowledge: Can be learned through formal training or acquired through direct experience.

7.5. Ability: A natural aptitude (i.e., to speak, climb); can be enhanced through professional
experience (e.g., making oral presentations).

Note: These are used to screen candidates as qualified, not qualified, and/or preferred.

B woovervew

Knowledge, Skils & Abilties

KEY RESPONSIBILITIES

<@ EDUCATION & EXPERIE...
all.  KNOWLEDGE & sKiLLs

Description (8 out of a possible 20) Requip Action
Thorough knowledge and understanding of internal control practices and their impact on R p a
protecting University resources. e

Proven Interpersonal skills with peers throughout the organization; service orientation; critical

9 ENVIRONMENT thinking; attention to detail; ability to multi-task in a high volume environment, organizational Required 4 ]
skills.
¥  OTHER REQUIREMENTS
O Ability to function as a member of a team. Required 4 ]
% Bt well Has ability to independently gather required information, organize, and perform financial analysis Required p a
assignments. e
JD ATTACHMENTS
Ability to adapt to changing priorities. Required ' ]
@'  UDCOMMENTS
s . & P
Proven ability to use sprgadsheel and database for complex fiscal Required p a
management and financial reports.
(3 REVIEW&SUBMIT
Ability to present information in a clear and concise manner both in writing and verbally. Required ' a
Thorough knowledge of finance palicies, practices and systems. Preferred I a

Ny

Special Requirements & Condltions

Special Requirement/Condition Requirement Action

eg:Valid Drivers License, Public Driving Record, Drug and Alcohol Test Preferred - m

o ol

€ Previous Section Next Section )
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7.6. The locked KSA fields are derived from the
UCOP Job Standard, and cannot be edited nor Requirement Edit this
deleted, but can be switched between Required or knowledge/skill/ability
Preferred by CLICKING the pencil icon.

Required

7.7. Custom KSAs may be added inthe i Ad d
Knowl edge/ Skfield lodatAdmai thei t y 0
bottom of the Description section. TYPE a

description of the Custom KSA. SELECT either
Required or Preferred.CLICK the ADD button. | Preferred “
Required

CLICK on ADD to wite a custom knowledge or skill. Preferred -~

Vz

7.8. There are two ways to add a Special Requirement & Condition:

Soecia Reauirements & Conditions

Special Requirement/Condition Requirement Action
rivers License, Public Driving Record, Drug and Al ':I Test Preferred  ~ m

a. CLICK in the Special Requirement/Condition field, select from the pre-populated
list, SELECT whether the item is Required or Preferred, and CLICK the ADD button.

Drug and Alcohol Test

Must possess or obtain a Valid CA Driver License in accordance with the
California Department of Motor Vehicles.

Must possess or obtain a Valid CA Driver License in accordance with the

R B B ) - Requirement Action
California Department of Motor Vehicles, if driving a university/personal vehicle
for university related business. Proféited & o
Occasional travel for university related business meetings, conferences and/or
v Preferred
Required

b. CLICK in the Special Requirement/Condition field, TYPE in the relevant text,
CLICK Enter on the keyboard, SELECT whether the item is REQUIRED or
Preferred, and CLICK and Add button.

Special Requirements & Condtions

Requirement Action

CLICK on the ADD button to write a custom requirement or condition

CLICK on the ADD button to write a custom requirement or condition Preferred = m

v Preferred

Required
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8.1. NAVIGATE to the Environment tab. 9

USER GUIBDRECRUITMENT

ENVIRONMENT

8.2. The Environment describes the location where the incumbent will be working.

JD OVERVIEW

Envronment

KEY RESPONSIBILITIES

ml

3 B CUCEEGT N  Sclect or Enter Working Environment

dll.  KNOWLEDGE & SKILLS ) Campus

) Medical Center/Clinic
() Other University Setting

) Various External Venues

ENVIRONMENT

% OTHER REQUIREMENTS
() Other

$ CRITICAL POSITION

- Custom Environment

JD ATTACHMENTS
@  DCoMMENTS

[." REVIEW & SUBMIT

£ Previous Section Next Section )

8.3. SELECT the corresponding Working
Environment for the position; only one selection is
permitted. If none of the options apply, SELECT
iOt her 06 andCusytpoem i Ean tihreo nim
text box (e.g. UCOP IntelliCenter).

Select or Enter Working Environment

() Campus

(") Medical Center/Clinic
() Other University Setting
(") Various External Venues

") Other

Other

Environment

CHECK THE OTHER BUTTON TO ADD A CUSTOM WORKING ENVIRONMENT

Back To TOC
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9.1. NAVIGATE to the OTHER REQUIREMENTS tab,
or the Next Section button.

E’ OTHER REQUIREMENTS Mext Section »

9.2. The Other Requirements section describes items used, physical demands, mental
demands, and environmental conditions that are required to perform the key
responsibilities of the position.

Note: These may be used in workplace accommodation discussions.

JD OVERVIEW

ftems Used & Other Reguirements

B KEYRESPONSBILITIES

<@ EDUCATION & EXPEREE... ltems Used

eg: Computer, PrinterBpier, Scanner, Calculator, stc..
sl KNOWLEDGE & SKILLS

Q  EnviRoNmENT

Definitions of Requirements

% 'OTHER REQUIREMENTS

® QOccasionally - 33% of work day (1/3 or less)

* Frequently - 67% of work day
@ CRITICAL POSITION

- * Constantly - 68-100% of work day (2/3 or more)
JD ATTACHMENTS
Physical Requirements
@' D COMMENTS Bend
Occasionally Frequently Constantly N/A
[3  REVIEW&suBMIT
Sit
QOccasionally Frequently Constantly N/A
Squat
Occasionally Frequently Constantly N/A
Stand
Occasionally Frequently Constantly N/A
Crawl
Occasionally Frequently Constantly N/A
Walk
~) Occasionally ~ Frequently ~Constantly TIN/A
Climb
Occasionally Frequently Constantly N/A
Other
Custom Physical Requirements

=== e
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tems Used
9.3. ENTER the relevant ltems Used for the position. @

There are two ways to add Items Used:

I
a. CLICK inthe Items Used field and SELECT

from the pre-populated list. Computer
b. CLICK inthe ltems Used field, type in the Scanner
relevant text and CLICK enter on your Copi
opier
keyboard.

® =

CLICK IN THE ITEMS USED FILED TO ADD A CUSTOM ITEM

CLICK IN THE ITEMS USED FILED TO ADD A CUSTOM ITEM

_The Deflnl_tlons of Req_uwement_s will assist you Defritons of Requrements
in completing the Physical Requirements and ,
. * Occasionally - 33% of work day (1/3 or less)
Mental Requirements. et 50 ot
A . equently - 67% of work day
Refer to the percentages of time to ensure your « Constantly - 68-100% of work day (2/3 or more)
selections are consistent with the needs and
expectations of the position. S e BEs CETEE
. Bend
9.4. SEL E.CT the frequgncy for each Phys_,lcal N N — Gonstantly -
Requirement that is expected to routinely be
required of the position. Custom physical Sit
. . QOccasionall Frequentl Constantl N/A
requirements(s) can be added in the Other text ’ e e
box field. Squat
Occasionally Frequently Constantly N/A
Stand
Occasionally Frequently Constantly N/A
Crawl
Occasionally Frequently Constantly N/A
Walk
Occasionally Frequently Constantly N/A
Climb
Occasionally Frequently Constantly N/A
Other
Other

CLICK in the OTHER field| to add a custom physical requirement
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E JD OVERVIEW

@ Mental Requirernents
KEY RESPONSIBILITIES
Read/Comprehend

" Occasionally [ Frequently ") Constantly TIN/A
ﬂ EDUCATION & EXPERIE...
Al KNOWLEDGE & sKiLLS Write
") Occasionally " Frequently ") Constantly TIN/A
9 ENVIRONMENT
Perform Calculations

1 Occasionally (" Frequently (" Constantly IN/A
OTHER REQUIREMENTS

Communicate Orally
"1 Occasionally [ Frequently [ Constantly CIN/A

CRITICAL POSITION

JD ATTACHMENTS

Reason & Analyze

" Occasionally ) Frequently ) Constantly IN/A
@'  UDCOMMENTS

Other
[_', REVIEW & SUBMIT .

Custom Mental Requirements

Other

CLICK in the OTHER field to add a custom mental requirement.

9.5. Select the frequency for each Mental Requirement that is expected to routinely be required of
the position. Custom mental requirement(s) can be added in the Other text box field.
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JD OVERVIEW

KEY RESPONSIBILITIES

KNOWLEDGE & SKILLS

ENVIRONMENT

OTHER REQUIREMENTS

CRITICAL POSITION

USER GUIBDRECRUITMENT

EDUCATION & EXPERIE...

Environmental Requirements

Is exposed to excessive noise
No [Yes

Is around moving machinery
[ No [ Yes

Is exposed to marked changes in temperature and/or humidity
[ No DYes

Drives motorized equipment
[ No ) Yes

Works in confined quarters

INo ) Yes
Dust

[JNo Yes
Fumes

I No [ Yes
Other

Custom Environmental Requirements

Other

CLICK in the OTHER field to add a custom environmental requirement.

Next Section »

9.6. For each Environmental Requirement that the position is expected to be exposed to
mark Yes or No. Custom Environmental Requirement(s) can be added in the Other
text box field. Note: When Yesi s s e | eDrives dnotbrized equipmentoa help
message box will display to ensure that it should be marked as Yes and that other
corresponding information in the job description is completed.
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10.1. NAVIGATE to the OTHER REQUIREMENTS tab,
or the Next Section button.

CRITICAL POSITION

Mext Section )

10.2. Professional and Support Staff (PSS) positions only: Refer to UCR Local
Procedure 21: Selection and Appointment, Critical Position Questionnaire.
Management and Senior Professional (MSP) positions are automatically designated

0

K

®

G

<@ EDUCATION & EXP)

as critical.

JD OVERVIEW

Critical Position

KEY RESPONSIBILITIES

ENVIRONMENT 3.

OTHER REQUIREMENTS

CRITICAL POSITION

0 N OO N

JD ATTACHMENTS

JD COMMENTS 9.

REVIEW & SUBMIT 10.
7

12.

~ Yes

Does this position meet one or more of the following criteria to make it a critical position? Please indicate Yes or No below

. Master key access to residence and other facilities.
KNOWLEDGE & SKiLL> 2.

. Authority for committing the financial resources of the University.

. Access to, or responsibility for UCR Business Systems (e.g., UCRFS, PPS, purchasing, etc.).

. Direct access to, or responsibility for, controlled substances or hazardous materials.

. Extensive authority for committing the financial resources of the University.

. Responsibility for operating commercial vehicles, machinery or toxic systems that could cause accidental death,

Direct responsibility for the care, safety and security of humans or animals, or safety and security of personal or
University property.

Direct access to, or responsibility for, cash and cash equivalents (as defined by Business & Finance Bulletin BUS-49
&, or University property, disbursements or receipts.

injury or health problems.

A requirement for a professional license, certificate, or degree, the absence of which would expose the University to
legal liability and/or adverse public reaction.

Direct access to and/or responsibility for information affecting national security.

Direct access to and/or responsibility for protected, personal, or other sensitive data.

Processing Background Checks. Check the Human Resources web site for instructions.

No

< Previous Section Next Section »
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10.3. Review the Critical Position questionnaire, if
answering Yes to at least one response question YE-‘S
select the Yes radio button.

If the personnel program of the job code is a N 0
Management Senior Professional (MSP), then
the system will default to Yes and will not be
editable.
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11. JD ATTACHMENTS

11.1. NAVIGATE to the JD ATTACHMENTS tab, or
the Next Section button.

JD ATTACHMENTS Next Section )

11.2. Job Description Attachments should be specifically relevant to the review and
classification of the job descriptions and/or should be specifically relevant details to the
empl oyeeds classification held during the cor

Examples include, but are not limited to: Organizational Chart, Approved Waivers of
Recruitment, Employment Contracts, information relevant to the requested positions
Empl Class, etc.

'Drop ﬁles to upload

(or click)

Uploaded JD Attachments

File Type Size Date Uploaded Action

11.3. CLICK in the Drop files to upload field.

11.4. NAVIGATE to the location on your machine that
contains the Org Chart for this Job Description.
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11.5. CLICK on the Org Chart.

11.6.

11.7.

USER GUIDRECRUITMENT

Name \

# HRMS Attachment 1 - Test Wol bc
@' HRMS Attachment 2 - Test Excel Isx
@ HRMS Attachment 4 - Test Visio Document.vsdx
o

@ Individual Salary Estimate Tool 2018-19 REV 03-05-2019.xIsx
% Sample Org Chart for SRMS Testing.png

@ TEST POF Resume.pdf

& Test Resume,jpg

@ TEST WORD Resume.doox

= testingjpg

HRMS Org Head Approval Attachment (Test Word Doc).doc 6/10/2019

Sample Org Chart for HRMS Te...
PNG File

Specify date taken
650 x 459

712KB

Available offfine
1/16/2019 12:50 PM

A current Organizational chart which includes the position the job description is for must be

uploaded on the JD Attachments tab.

After uploading the file, SELECT fOrgCharto

f r oTiPR drog-down menu.

File

"‘J,I]