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Description: This job aid provides instructions on where to find your job profile in Workday.  

Applies to: All staff. 

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

 

FIND YOUR JOB PROFILE IN WORKDAY 

Review your Job Profile in Workday. If the Job Profile does not accurately reflect your current 

position, check with your manager for a more descriptive job description or to discuss any changes 

that may be necessary. 

To access your Job Profile in Workday: 

1. Select the profile icon in the upper right corner of your Workday work 

screen. 

2. Select View Profile 

3. Hover over Job 

Profile and click the 

Related Actions icon 

(ellipsis) 

 

 

 

 

 

 
Note: There is one generic 

Workday Job Profile per title 

that lists major responsibilities 

rather than all tasks performed. 

Check with your manager if 

there are any discrepancies.  


