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SECTION III 
VIEWING A JOB 
DESCRIPTION & 

DEPARTMENT JOB 
INDEX LISTING 

 
Step 1:   
 
Click Job 
Descriptions> 
View Approved 
Job Descriptions 
 
This will provide 
you with a list of 
all APPROVED 
Job Descriptions 
for all on-campus 
positions. 
 
 
 

 

Step 2: 
 
Use the “Search” 
box by entering 
your Department 
Number or 
Department 
Name to view 
your department 
“Job Index 
Listing.”  
 
You can also use 
the search 
feature to find 
Job Descriptions 
in another 
department. 
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Step 3: 
 
To view the Job 
Description, click 
on the “ID” 
number (on the 
left side in 
orange). 
Click on “Print” 
for a hard copy 
of your Job Index 
list OR click on 
the “CSV” box to 
download an 
electronic copy. 
 
You can only 
create jobs in 
your respective 
department  
 

 

Step 4: 
 
If any changes 
are needed, you 
must click on 
“Update” to the 
right of the job 
description. It 
will 
automatically 
show as 
“revised.” Make 
the necessary 
changes and 
then click “Save 
Changes” to 
submit. The 
same 
confirmation 
steps will apply. 
 

 
 

 


