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Create Job Profile:
Quick Reference Guide (QRG) for HR Atlas
Support

The purpose of this document is to help you
understand the high-level Create Job Profile
process and your role in the process. You will
also learn how to perform the activities specific to
your role, if applicable.
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High-level Process Flow Chart (HR Atlas Support)
Identify Need to Create/Select . Review and Manage
Job Profile ) Create/Select Job Profile ) Job Profile
4

HR Atlas Support searches the If Job Profile does not exist within HR Atlas Support sends Joh

required Job Profile within

Enterprise Job Catalog (EJC)in

Workday and determines ifit
exists.

workday.

-
Legends
[ ] High-level Process Steps

O Process Activities

O Process Activities in Workday

EJC, HR Atlas Support creates
Job Profile and sends it via e-mail
to Manager forreview. Manager
reviews it and determines if edits
are needed.

If the Job Profile exists within the
EJC, HR Atlas Support
communicates the components of
pay and grade to the
communicator.

Profile via e-mail to CoE to review
pay grade and job/position title. If
CoE rejects Job Profile, HR Aflas
Support conducts e-IPE
evaluation again and process
repeats.

|f CoE approves Job Profile, HR
Atlas Support communicates
components of Pay and Grade via
e-mail to requestor and process
ends.

If edits are needed, HR Atlas
Support discusses Job Profile
edits with Manager via phone.

If edits are not needed, HR Atlas
Support conducts e-IPE
evaluation and determines Pay
Grade and Job Profile name.

mﬂofe: The activity numbers specified in this high-level process, relate to the activities listed in the detailed process map provided in the next section.
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3.1. Identify Need to Create/Select Job Profile: Process Map
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Activity 1: HR Atlas Support Searches for Job Profile within Enterprise Job Catalog

(EJC)

Step 1 of 6: On the your Workday landing page, enter Job Profile in the Search field.
The Search Results screen appears.

| Implementation (IMPL) 20.0.21.292 (XORC revisi —-
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Overview Qualifications Pay

Overview | Characteristics | Compensation

Overview

Inactive No
Effective Date 08/14/2013
Date of Last Change 05/22/2013 04:56:12.399 PM
Job Profile Name = Mgr Purchasing
Job Code = J08141
Include Job Code in Name No
Job Profile Summary Manages the purchasing services management team to conceive, develop, test, integrate and execute the operations, processes, and

standardized procedures. Coordinates and implements purchasing services standards, processes, policies and structures. This includes
managing the strategies, structures and organizations that perform all operational improvements and operational execution

Job Title Default
Management Level 5 Manager
Job Family ¥ Procurement Services
Job Category Management & Administration

Job Classification 1.2-First/Mid_Level_Officials_and_Magrs - 1.2-First/Mid Level Officials and Mgrs (United States EEOC-1-United
States of America)
1C-Officials_&_Mgrs_-_Lower_Mgmt - 1C-Officials & Mgrs - Lower Mgmt (AAP Job Group-United States of
America)

Rl |

Step 2 of 6: Under the Reports column, click Directory by Job Profile. The Directory
by Job Profile screen appears.

Step 3 of 6: Click the Prompt icon next to the All Job profiles field. The job organizer
appears.

Step 4 of 6: Select the required job profile category. Example: Under the Engineering
category, click the Manufacturing division.

Step 5 of 6: Select the Manufacturing Engineer Il profile.

Step 6 of 6: Click OK to view details of the selected profile.
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3.2. Create/Select Job Profile: Process Map
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* Senior HR Analyst activities will be conducted at CoE ftill January - when stabilization period ends
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3.3. Review and Manage Job Profile: Process Map
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*Senior HR Analyst activities will be conducted at CoE till January - when stabilization period ends
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