FIND EMPLOYEE JOB PROFILE IN WORKDAY MANAGERS

Description: This job aid provides faculty and staff managers instructions on where to find your
employees’ job profiles in Workday.

Applies to: Faculty and Staff Managers

Note: Fields not specified in this document are to be skipped or left blank.

FIND YOUR EMPLOYEE’S JOB PROFILE IN WORKDAY

Verify that your employee’s Workday Job Profile and Job Description accurately reflect the
employee’s position and objectives.

= menu w Q Jane Smith ® JAR= <)
1. Type the employee’s name in the L sndcmee
search box and select their employee People
P rofile. o ° Jane Smith -
Tasks and Reports 0 Employee
2. From the profile menu, select Job. _— >

3. Hover over Job Profile and click
Related Actions (ellipsis) to see the Job Profile Summary and Job Description.
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Job Details

Employee ID

Supervisory Organization

Position
Summary
Business Title Dept Administrator
Overview
Job Profile Dept Administrator &3 e
Job
Job Family Staff > Administrative Support
Contact
Employee Type Staff
Personal -
Management Level Individual Conf  Job Profile L E T

Dept Administrator Click to download
and print

Job Profile Summary ~ Oversees daily operations of unit, assigned programs or department
administration, ensuring efficient attainment of goals. Oversees academic
program administration if serving in an academic department. Serves as project
manager for initiatives and acts as departmental administrative liaison to internal
and external organizations. May provide research support. Monitors and manages

Note: Work \Mth your H R Business Partner events, projects, supplies and budgets. Independently performs a bread range of

administrative duties, including a wide variety of non-routine tasks, requiring

R g q q R judgment and discretion in both routine and non-routine situations. May supervise
for guidance with resolving discrepancies. reaullr sumport
Disclaimer (in Summary): This generic job profile captures the typical major
functions performed by incumbents in specific positions with this title. The

There is one generic Workday Job Profile I
per title, It m ay diffel’ from your em p|0yeeS' Experience requirements are standardized across the University
specific job/position descriptions. In

Job Description
= Manages unit, programs or department administrative office. May

manage office hours, meetings, projects and committees

somecases. m anagers m ay also m al nta| n Responsible for responding to daily email inquiries, from inside and
! outside the unit or department, while ensuring that general office
fie i 1 Nt needs are fulfilled (i.e. ordering supplies, filing). Typically oversees
SpeCIfIC JOb/posrtlon descrlptlons for others such as student workers who perform the more routine tasks
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employees after consulting with HR.
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