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CO N T E N T. LOT MORE CONTENT.

Content [ kon-tent | noun QUICK TIP

1 a: something contained —usually used in plural
// the jar's contents

b: the topics or matter treated in a written work

I[ET1 NOTICE

2019 4™ QTR NEW

FEATURES AND BUG

// table of contents FIXES
c: the principal substance (such as written matter, illustrations, or USE CASE
music) offered by a website

//... Internet users have evolved an ethos of free content in the Internet. UPCOMING EVENTS

WHAT'S NEW IN

Content is surely an overused word these days. It's a generic word that
FEATURES

has been abused to the point of oblivion. But in the world of job
o : . |
descriptions, content is really, really important! OVERTIME RULE

CHANGES
NEWS FLASH: PEOPLE HATE WRITING JOB DESCRIPTIONS!




I'D BE A LOT MORE CONTENT IF I HAD A LOT MORE CONTENT. (continued)

Well, hate may be a strong word; but next time you find yourself in front of a group of managers, try
asking: "Any volunteers to write some job descriptions?” Well, you get my point...

The bottom line is this: most people hate to write and they're not super fond of reading either.
Combine this animosity with the task of writing job descriptions and you've got a recipe for poor
compliance. This puts Comp and HRBPs in the unpleasant position of having to harangue, harass,

remind, wheedle, and threaten people to PLEASE finish your job descriptions!!

This is why we at HRTMS have spent years thinking about and developing our new Global Content
feature -- so that people don’t have to write much, and we can actually help limit the amount they
have to read as well. If you give someone a blank job description, they will moan and complain and
likely not comply. But if you give them something they only need to edit, they stop groaning and get to
work and compliance skyrockets. The journey of a thousand miles may start with the first step, but
surely it's a lot more exciting when the goal is in sight.

CONTENT TYPES

So let's get down to specifics. Here is the content HRTMS provides:

My Company Jobs

Sample Jobs

Job Summaries Varies
Essential Functions

Education

Experience

KSAs (Knowledge, Skills,
Abilities)

Licenses/Certifications
Physical Demands
Working Conditions
Competences
Interview Questions
Job Summaries 3,500+
Essential Functions
Education

Experience

KSAs
Licenses/Certifications
Physical Demands
Working Conditions
Competences

Interview Questions

These are your job
descriptions which JDXpert
always includes as content.
The elements listed are the
maximum. You may not
have all of them.

This is HRTMS' curated
library. Our content curators
have labored arduously to
get it to this super-high-
quality level. But they are
not satisfied. They are
adding approximately 30
additional jobs per week,
and they are always
searching for the latest
titles. So, if you are looking
for a specific title, pass
them along and they'll add
them.



I'D BE A LOT MORE CONTENT IF I HAD A LOT MORE CONTENT. (continued)

Shared Jobs Job Summaries *see HCSP (below) We've always felt that the
best source of high-quality
job descriptions was in the
Education JDXpert databases of our
clients. By opting into the
HRTMS Content Sharing
Program (HCSP) you can
Licenses/Certifications gain access to this content.
Again, the actual elements
available will depend on the
Working Conditions specific job description.
Competences More on this later.

Essential Functions

Experience

KSAs

Physical Demands

Interview Questions

Web Postings Job Summaries 230,000+ Our engineers have created
an Al-based web scraper
that scours the web for
Education high quality content,
analyzes it and then

Essential Functions

Experience
decomposes into individual
KSAs Jobs and elements for use
Licenses/Certifications in JDXpert.
O*Net lsll ST e 1200+ The Department of Labor's

O*Net data and SOC Code

Classification plays a central

KSAs part in allowing us to
organize and deliver
content. The O*Net
Occupation data is also
available via our Global
Content functionality.

Essential Functions

So, you're probably thinking this right now:

“Why in the world do I need so many titles?”

Well, it would be awesome if there was only one set of job descriptions that represented all of the
jobs out there, but there isn't. Even for typical jobs, each organization puts their own spin and flavor
to them. And if you're thinking about survey jobs, well, they're way too generalized to be useful for
recruiting or compliance. When you add in all the unique positions out there, they add up.

“How am I going to handle hundreds of thousands of titles and millions of datapoints of
content?”

Great question! The goal, of course, is to provide you with only relevant content as you need it. In
order to do that, content has to be categorized and the only universal way of categorizing jobs is
the Department of Labor’s Standard Occupation Classification (SOC) codes. HRTMS has developed a
set of Al-based algorithms that can take a job description and categorize it into the most likely
Occupations. JDXpert also looks at the job description you are writing and categorizes it by similar
methods, taking that sea of content and focusing it down to a relevant stream that you can easily
apply as you write.
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HOW CONTENT IS USED

There are three levels at which to apply content:
* Element level - One element at a time as you write a job description
+ Job Description Level — Use the content we provide as a base for a job you're developing
 Library Level — Pull a group of job descriptions from our Sample Library in bulk.

Applying Content At The Element Level
Probably the most common way of using content is to pull it in as you write. HRTMS has developed

three basic ways for you to digest content:

Content Suggestions
Content suggestions are used for job description elements that are textual in nature, like Essential

Functions and KSA's. This is probably the simplest way to digest content. Let's take the example of
Essential Functions (see below). HRTMS collects all the relevant content using the methods described
above and analyzes it via an Al process to group similar phrases together, presents them as a group
showing the phrase that best represents the group and orders them by relevance.

This method greatly reduces the amount of content you need to process and if a particular Essential
Function listed is not exactly right, you can click “more like this” to view other choices.

Content Analytics
Content Analytics is used for job description elements that have a fixed set of values like Education,

Experience and Licenses/Certifications. HRTMS collects all the relevant content and displays the
results graphically via a horizontal histogram.

4 search for Educaion =)
[ f
L ® \ 2 0 i 2 3 ©
Saveand Close Cancel Select Occupations  Occupation Detzlls  Help Debug  Export to excel Exclusion keywords
Job Desc. Ocaupations:
Search for matching content
Registered Nurse Clinical - Nursing General Nursing ¥ 4 search (I optors.. Cinical Nurse Speciaists [
¥ Required [C] Preferred My Company Jobs, Sample Jobs, Shared Jobs, Job Postings, Matching Occupations Only
illy Search Summary H [5] Search Results (77) ‘
To select an item, click the desired radio button on the histogram below, then select the appropriate detail item and click the + icon at the right. Selected rows can be reviewed by dlicking on the bar at the bottom of the page. Click "Save and Close” on the top toolbar to retum items to the form. On the Detailed Search tab, rows are organized by Job Description. Use the
search within link above and the paging buttons at the bottom to locate the appropriate rovis,
77 matches were found
[€] Hioh School (13)  — Education Details # Matches Q@
(8] Associates/2-year Degree (3) —
Nursing 25
(] Bachelor's/4-Year Degree (41) T | in Science in Nursing 2
in Science of Nursing 2
@t [ in Cardiovascular Technology 1
o e (8) in Science in Perfusion Technology, Cardiopulmonary, or Nursing 1

This method gives you a clear understanding of the most likely choice for Education (in this example),
while also providing you with a list of details you can choose.

Content Details
Content Details are available for all content types handled by global content. It lays out only relevant

content by job description with the summary of the job on the left and the detailed content on the
right. This allows you to peruse the content and pick the content job description that fits your needs

best.
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A Search Library for Registered Nurse ER, Essential Functions / Minimal Qualfications ; *No Content Mapping defined™ ==
F] ® 4 - [}
Saveand Close Cancel ' Select Occupations  Occupation Details  Help
Search for matching content
Registered Nurse Clinical - Nursing General Nursing ¥ 4 Search Options...
¥s My Company Jobs, Sample Jobs, Shared Jobs, Job Pastings, Matching Occupations Only
ully Search Suggestions || (=) Detailed Search Results (98)
Job Title/Posting Source Occupation(s) lect a row from 1 matching object
Registered Nurse = Enter Essential Functions 9% TIME
. _ Provides patient care by reviewing physician prescriptions; communicating the nursing care plan and all pertinent information to other members of
B e T e e e L D ) - Sample Jobs Registered Nurses; Advafl| | &1 %:;‘f‘!‘:\t:nn;v;é:‘;r:[cﬂu:frer:\'r‘\:;]wtr\g;' :)St‘z‘e‘ir"zga\th(are providers; providing physical, emotional, psychological, and spirituzl support to patients,  20%
edicati d self-care skills; notir conditions and needs; 3 3 -
objectives. Develops nursing care plans by obtsining medical histories; examining patients; documenting patient physical condition, psychological status, and
. [ influencing social factors; conferring with family and friends; developing @ nursing diagnosis; establishing nursing care objectives; defining nursing | 15%
REGISTERED NURSE, TRIAGE CTR (N269XN) interventions, schedules, and timetables.
Care for i, injured, o convalescing patiznts ar persans with disabiftes in hospitals, nursing homes, lvcs, private homes, . ) Teaches heaithcare requirements by establishing patient care goals; Instructing patient, family, and friends to understand conditon, medications, | ;oo
Group homes, and smiar nstt.tions. May work under the suspenvsion of  registered nurse. Licensing required My Company Jobs Registered Nurses; Clinic and seff-care skills; answering questions: providing information and resources. o
Rd hoc user i this 7 Evaluates patient care by adhering to therapeutic standards; measuring health outcomes against patient care standards; reviewing patient .
records; noting changing conditions and needs; re-evaluating care objectives; modifying nursing care plan. °
REGISTERED NURSE  Maternity (U100XN) Assures quality care by adhering to professional standards, healthcare organization policies and procedures, federa, state, and local requirements,
T e e e e e e S e e e e [E]' and Joint Commission on Accreditation of Healthcare Organizations (JCAHO) standards; maintaining cooperative relationships among healthcare 5%
LAl Sorrated hom Gas Sanics. UnGEans 2 an Sper n he pACabe rsa f homs Grs (ams nf e o My Company Jobs Registered Nurses; clinic team members
‘example); mentors clinical tesm members, and role-modsis excellence. Assists Clinical Manager with future progra Maintains safe, secure, and healthy patient care environment by adhering to infection-control palicies 2nd protocols, medication administration and
development and planring. Colbarates . [E] storage procedures, and controlled substance regulations; adhering to organization standards and policies, and to legal regulations; alerting others | 5%
Registered Nurse Parent regarding potential concerns.
\egistered Nurse Parent
[0 Documents patient care services by charting in patient and department records. 5%
ssass patient health problems and needs, davelop and implement nursing care plans, and maintain medical records. §
Femiser nssing ot fo l, ke, Comwalescent,of Gonpled paents Hay advise atients on hesls mainierance and | MY COMPaNY Jobs Registered Nurses; Clinic | [ protects healthare organization value by keeping information confidential; cautioning others regarding potential breaches. %
feRER prevention of provics case management. Lsenaing of regtaton requre 7 Keeps patient care equipment operating by following operating instructions and established procedures; troubleshooting breskdowns; maintining gy,
e ey supplies; performing preventive maintenance; calling for repairs. °
s b ek e, r e ot o ot e e et v SIS b5 Regitered Nurses; Nurs¢ || L) Kees patient care supplies eady by checking stock; anticipating neec; placing and expediting orders; veriying recaipt; stocking fems. 5%
by physicans and othar madics profacsonak in aczorcanca uith sppicabls tate and fedrsl s [ Improves nursing job knowlsdge by attending educationsl workshops; reviewing professional publications; establishing personal networks; -
benchmarking state-of-the-art practices; participating in professional societies. o
Registered Nurse - Clinical Review Nurse (Healthcare) ’ g ] Contrbutes to nursing and healthcare organization success by welcoming related, different, and new requests; helping others accomplish job S
e for revi - - . Licensed Practical and Li results. 3
REEDD",;‘E le for reviewing documentation and making clinical determinations for payment supporting claims submitted to Job Postings. Psychiatric Nurses;
Registered Nurse - Matemal Nurse Navigator (Healthcare)
Under the supervision and direction of the Assistant Chief Nursing Officer, the Matemal Nurse Navigator functions as 3 i .
member of the Women's Services team as an advocate and educator for patients from pre-pregnancy or early pregnancy, Job Postings. \F;Egl:?rel“i x“mes’ 2iez)
through delivery and postpartum. The Maternal Nurse Navigator's primary function is to buikl a relabonehip with patients focational Nurses;
and providers, to coordinate a plan of ...
Registered Nurse -Nursing Supervisor (Healthcare) . Licensed Practical and Lit
705 Postings Psychiatric Nurses;
Registered Nurse Licensed Practical Nurse Health & Wellness Director (Healthcare) Job Fostings Licensed Practical and Li
Registered Nurses;
P Snmictnrnd 1
v
o > . 5
Selected 8 rows

Search Within Content

Regardless of whether you're using suggestions, analytics, or details, Search Within Content lets you
locate the actual information you need within the relevant set of content quickly and easily. You can
also filter by the content source (Company, Sample, Shared, Web Postings, and O*Net) as well as
Occupation.

[

‘search Library for Registered Nurse ER, Essential Functions / Minimal Qualifications ; *No Content Mapping defined™
h Library fo d | ! | Qualifi “ defined

& ® oY & (] i)
Saveand Close Cancel  Select Occupations  Occupation Details  Help
Job Desc. Occupations:
Search for matching content Registered turses [@
Registered Nurse Clinical - Nursing General Nursing ¥ 4 Search Options... | Reset Ciinical Nurse Speciaits [#
Critical Care Nurses [#
My Gompany Jobs, Sample Jobs, Shared Jobs, Job Pastings, Matching Occupations Only
Keyword search Source Qcaupation
[ assessment @ . searchinResults v | Reset
Search Suggestions | (5 Detailed Search Resuits (6]
|l Search Suggestons | (56) Job Postings
Job Title/Posting My Company Jobs Occupation(s) lect a row from 50 matching objeds
MGR, NURSE (Mll‘/XE) Sample Jobs N Enter Essential Functions % TIME
- R S —— Ensures that all nursing assessments and reassessments are done according to nursing department/company standards. Develops, implements, B
residentsfpatents. wg Hm inecton of the Dlm(mrdfwmgmg, (Wa‘m Ry provides dinical \i.m:.p for the My Company Jobs Registered Nurses; Medic ] evaluates, and updates patient care plans according to facility policy. Assures compliance of nursing staff with the nursing department's/company o
nursing care o group e e standards of care; nursing policies and procedures, OBRA regulations through the application and implementation of the nursing department’s
procass to develop, implement, and eva.. Quality Assurznce System's.
e [y Assesses, plans, and evaluates patient care needs. The RN iitates an accurate ongoing assessment of each patien; identifying the unique 10%
TER problems and concerns of each patient. o
The Registered Nurse (RN) in collaboration with other health e o
The RN places emphasss on the community and indwidual disease prevention and the promotion Mheallh ‘well being, My Company Jobs Registered Nurses; Clinic 50 Performs clnical skils including such things as adminstering study medicstons, drawing blood, performing sssessments, etc 5%
recognizng and treating lnesses and injuies, counsaling. and evalating the efectveness of planned [T working with the interdisciplinary care team, to assure accurate patient assessment and development/revisions of individuzlized plans of care, 0%
[T Performs assessments, admissions, and procedures. 0%
CLINICAL RESEARCH NURSE (TO11XE) [] *Oversight of nurse development and evalustion of patient plans of care through supervisory visits 2 wel 25 assessment of documentation. 0%
Maintains 24 hour responsibity or the implementation and onging maintanance of cinical resaarch studies, making § Complete necessary nursing assessments induding vital signs, risk assessment, and withdrawal assessment (COWS) as indicated by 820
e e e e S e ey | (s Clrica HurseSpecilst; | =) gy fons and tmelines. Inpement and utize the necessary nursing nterventons accorcing o gty polcy. o
and sffctiveness of processes. Mai [T Participates in the assessment, planning, implementation, and evaluation of cardiac care plans/projects/programs. 0%
5 Assumes accountability for the assessment of educational needs and develops, implements, evaluates, and revises educational
Nursing Supenvisor, Registered Nurse (Healthcare) Job Postings Siensed Prectical and it | B prgyams/onetaton/ Crcuum/material,using princle o education and it eaming t enhance eamer competence. e
Collaborates with the hospital discharge planning team to identify patients requiring intensive medical management to safely discharge and
Registered Nurse After Nurse (Healthcare) Job Postings ;‘Sﬂmﬁﬁﬁggf"d o transition to Community Heakth post 2cute services settings. Competently uses assessment skills to identify physica, psychosodia, financial, and
C g [ environmentz| health care needs of the patient. Assess and identify approprizte resource utiization, level of care, 2nd treztment options to 0%
Registered Nurse RN - Nurse Supervisor (Healthcare) Job Postings Registered Nurses; Licen develop 2 comprehensive plan of care that will be specific to the patient's individual needs for post acute recovery and care. The care plan will be
Teachers, Postsecondary constructed utiizing evidenced based care guidelines, preventive guidelines, protocols and ather metrics in a partnering approach with the
B Licensed Practical and Lic e ok o o e el
[ = (3 S M (4 ) 10b Postings T EFiciotl corumens assesements, cimca fincs, mple and completed needs, pans of restmert, and pogress toward goss, Keeps scarae
EES Fy | records. Accuratey identies and fediitates the appropricte level of care. Educates the patient and appropriate anilary personnel about %
urse Y health care needs, safety issues and benefits. Follows up with patient post acute care team for a period fo 2-3 weeks to ensure that the uansm on %
Initates, provides and coordinates individual patient services and particnates i the averal maintenance and evaluation of " - - of care is successful.
e !‘m(a“if,j“;‘;;“;,:Z:{I‘"_j:f;:diﬂ;'ﬁ;,";"2’:‘5.”;;dm‘ e My Company Jobs Registered Nurses; Cic | 77 £y physician-signed protocols for medication refils and symptom assessment. 0%
development and planing. Colaborates 71 Perform in-person nursing clinic visits t review appropriate use of new medications as well as perform health maintenance assessments. 0%
REGISTERED NURSE Maternity (U100XN) = Provides comprehensive nursing care through the utilization of nursing assessment, dizgnoses, and care plans. Uses a systematic zoproach to 0%
provide individuzlized, goz! directed nursing care.
R e e O i e e | ey Registered Nursss; Cinic | [ Performs nursing assessments regarcing the heslth status o the cent and notes chinges n the clients physica or emotionslstatus informing the
‘example); mentors clinical team members, and role-models excallence. Assists Clinical Manager with future progr physican and other staff of changes in the diient’s needs.
development and planning. Collsborates .. ~ [ Performs intil and ongeing comprehensive assessments of the clients neecs including Outcome and Assessment Information Set (0ASIS) % -
« K] »
w iz »om w «[@is »om
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Applying Content At The Job Description Level
A great way to leverage content is to base your job description on a content job. This can be one of
your jobs or one of the myriad we provide. As you add a job, you search for a relevant title.

Enter New Job Name and Select Job Family \E\

Please enter the new job description name, and optional Job Family and Sub-Function.

© ® o
Search Cancel

MNew Job Name:
Nurse Practitioner

Job Family (optional):

Sub-Function (optional):

Master Template:

Job Evaluation Master -
#4 Find and Select a base Job Description =)
@ ® @ )
Select and Return  Cancel  Help
Search for matching content Found 42 records
Nurse Practitioner % & Search = Options..
¥

My Company Jobs, Sample Jobs

[=] Search Results (42)

Select a job description record as the starting point for a new job description and its review.

JobfPosting Title and Summary Source Occupation Description e ——
Nurse Practitioner Nurse Practitioner
Nurse Practitioners provide comprehensive care to patients. Nok anly do nurs pracitioners provide diagnostic care and treatment, they also focus on preventive  Sample Jobs Nurse Practitioners; Registered Nurses; A

Nurse Practitioners provide comprehensive care to patients. Not only
do nurse practitioners provide diagnostic care and treatment, they

health maintenance. Nurse practitioners are first and foremost nurses, which means patient educstion and holistic care is 2 large part of their practice.

Triage Nurse also focus on preventive health maintenance. Nurse practitioners are
The Trisge RN el ienk: sympboms both in the i J on the phone. T1 . problem identifcat first and foremost nurses, which means patient education and holistic
e Triage RN appropriately triages patient symptoms both in the clinic and on the phone, This includes nursing assessment, problem identification, planning, . . : .
reporting of complex clmica] dots £ the approprste cardiciogist and mplementation of tne patents plan of core ot drected by the cardiclogier In sddton this | MY COMPany Jobs Registered Nurses; Licensed Practical an care is a large part of their practice.

nurse vill manage transition of care from acute setting te home and suppor...

Nurse Case Manager

Registered Nurses; Rehabilitation Counse
Provides health and safety services to employess. My Company Jobs Workers;

Infusion Therapy Nurse

An infusion nurse is  specialized registered nurse. Infusion nursing s the practice of administering tresbment, induding medication, flids, and bload, through | Sample Jobs m?“:;eerf; Nurses; Advanced Practice Ps
injections, "

Registered Nurse

Delivers Nursing Care by developing a nursing diagness: establishing nursing care cbjectives; defining nursing interventions; providing physical, emotional,
peychological, and spirtual support to patients, families, and friends to understand patient conditions, medications, and self-care skills; noting changing
conditions and needs; re-evaluating care objectives.

Sample Jobs Registered Nurses; Advanced Practice Ps

Surgical Nurse - Sarub

Provides pre- and post-ap teaching, perform various roles in the operating room, care for patients in the recovery room (post-anesthesia care urit (PACLY)), and

provide post-surgical care on medical-surgical units. Sample Jobs Registered Nurses; Advanced Practice Ps.
& serub nurss inspects tha operating room prior ta surgery, ensuring that s dean, sterile and ready for the patient. They also sat up the surgical tools,

counting all sponges, nee...

Hospital Peri anesthesia Nurse

Delivers Peri anesthesia Nursing Care by developing a nursing diagnosis; establishing nursing care objeckives; defining nursing interventions; providing physical,
emotional, psychological, and spiritual support to patients, families, and friends to understand patient conditions and medications; nating changing conditions
and needs; re-evaluating care objectives; recognizing and responding to ..

Sample Jobs Registered Nurses; Nurse Anesthetists; A

Surgical Nurse - Circulating

iz » w

Then select the most appropriate content job from the list of titles by reviewing the job summary.
Once selected, the system pulls in all the data from the content job and populates the appropriate
data elements in your job description. Content data may not always match the format of your

particular job descriptions, so CLMs (content library mappings) are provided to handle any
transformation needed.
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Applying Content At The Library Level

Let's say your job descriptions are a total loss or you don't have any at all, or you want to discard job

descriptions for an entire department or location. If this is the case, then this function is right up

your alley. At this level, you simply select content jobs from our sample Content Library (right now
we support Sample Jobs) and move them over into your library. From there you can adapt them

for your use.

Bulk Import Content Library Jobs = | B ||
a i)
Close Form  Settings
search Filter by Job Family :
Y You have selectad 4 1Ds to import ©  statimport
Content Library Job Descriptions (500) ISelected Job Descriptions

Job Description Name/Description Job Code Job Family Target Job Description Target Job Code  Target Job Family/Sub-Function zfﬁlgftg

Duplicat
Code?

2}, View Source NET Developer 100023 Engineering - Development\Software Engineering False

77841 Academic Faculty & Student Services\Library Services False

Add 8002 Sales|\Client Relationship Management False
8000 Publications & Graphic Arts To List

8003 Sales\Client Relztionship Management False

o~ Remove
From List

g g
of | 100062 Information Technology Target

8001 Sales

78018 Finance
4515 Finance

8004 Finance

by qathering, soring, organising, recording, snd rebrisving dets and 78005 Finance =

False
False
False
False

HCSP (HRTMS Content Sharing Program) HCSP
The good news about global content is that it comes along the next time you upgrade your
JDXpert release. There are simple instructions for how to turn it on and set it up. You get it all

except... Shared Jobs. We expect Shared Jobs will contain tens of thousands of the most detailed,
accurate and up-to-date job descriptions available anywhere. The only way to get them is to opt-in
to the HCSP. This means sharing your jobs as well. You don't have to share all of them, and they will

be anonymized as best we can, but to get access to shared jobs, you need to opt-in to the HCSP.

For the first 10 customers to sign-up for the Content Sharing Program, we will add up to 10
titles of your choice to our sample library. Opting in is easy, just message your Customer
Success Manager, Jen at success@hrtms.com.

To get more information on the HCSP program, to implement the new Global Search Feature in
your application or for any other questions, contact your Customer Success Manger, Jen at
success@hrtms.com.

STILL USING [ET17

Due to Microsoft's decision to sunset IE11 as of January 14, HRTMS
has ceased its support of IE11. We encourage you to use JDXpert on
Chrome, Edge, Firefox, or Safari. Thank you for your cooperation.
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mailto:success@hrtms.com?subject=Newsletter%20Question

QUICK TIP

Using The Express Editor

Need to make a quick update to your master
template? As an Administrator, you can make
edits to your master template while viewing a job
description.

Navigate to Job Description Management and
open the form view for any job. Simply right-click
on the shaded box to the left of the building
block and select Edit Building Block from the
menu to make a quick change.

Update choice lists, security, help text and more.
You can also choose to Edit All Building Blocks
and use the Express Editor to make changes
anywhere in your master template.

Using the Express Editor, you can cycle through
tab pages, make changes and see the immediate
impact of your change.

2019 4™ QUARTER
NEW FEATURES

AND FIXES

For this quarter we concentrated on resolving
minor bugs throughout the system and added a
few new features to the application. Some of
those features include: the ability to CC recipients
in emails; the ability to include instructional text in
the job-sharing link; the creation of a feature to
allow our JDXpress clients to further brand their
default system styles.

To read all about the new features in the latest
build, please click here.

To read all about the bug fixes in the latest build,
including workflows, employees, job descriptions,
markdowns, and configuration errors, please click
here.


https://support.jdxpert.com/support/jdxpert/ShowHomePage.do#Community/singlepost/2019-4th-quarter-new-features-and-fixes
https://support.jdxpert.com/support/jdxpert/ShowHomePage.do#Community/singlepost/2019-4th-quarter-new-features-and-fixes

USE CASE

Content-Driven Job Descriptions (Utilizing Reference Bullet Lists)

DESCRIPTION

The Reference Bullet List feature allows Job
Description content, such as Essential
Functions, Level Descriptors and other data to
be housed outside of the Job Description, then
pulled in automatically based on a set of
criteria. When there is a change to the content,
it can be made independent of the actual Job
Descriptions. The benefit of this feature is that
all jobs utilizing that content will receive the
changes automatically. No imports or manual
editing of the jobs would be necessary, saving
countless hours of work.

PRE-CONDITIONS

The client presented a complicated job
architecture and required a convenient way to
create and maintain many individual Job
Descriptions. New Job Descriptions were to be
crafted using a combination of common
content relating to which Career Stream, Level,
Job Family/Sub Family and Specialty was
chosen. The architecture also indicated that
some criteria to drive content should flow from
a Parent job to multiple Child jobs.

SOURCE OF CONTENT

In this case, the client hired an external vendor
to collaborate on their job architecture and
provide Level Descriptor content based on
several factors.

The client’s existing Job Descriptions in Word
provided an additional source of content. This
data would ultimately be transferred to Excel
files and uploaded into Parent jobs. Data from
those Parent jobs would cascade automatically
down to many Child jobs and populate new
Child Job Descriptions with the Parent’s
content.

CONFIGURATION SUMMARY
HRTMS configured the client's JDXpert site to
pull data from various Reference Bullet Lists

and, in this way, auto-populate the Job
Description with content when various criteria
was selected manually in the Job Description or
imported into the job using Excel files and/or
when it cascaded down from a Parent job to all
associated Child jobs.

The client had the following criteria for pulling

content into the Job Description:

* Indicate Career Stream, Level and Job Type,
then auto-populate the associated Level
Description, Knowledge, Communication,
Leadership data, etc.

* Indicate Sub-family, then auto-populate
Responsibility Statement content related to
that Sub family

* Indicate Specialty, then auto-populate
Responsibility Statements related to that
Specialty

PROCESS FOR LOADING DATA

HRTMS was able to utilize the Level Descriptor
content provided by the vendor to load into
JDXpert as Reference Bullet Lists. The client was
also provided Excel files to populate
Responsibility Statements for the various Sub-
Families, Job Specialties and Parent jobs.

HRTMS provided the client with a sample job
load Excel template that allowed the system to
locate the appropriate Reference Bullet Lists in
the JDXpert site.

The name of the Reference Bullet list indicates
the path to locate the content. For example, we
would save the Level Description content for a
Level 2, Management Career Stream, with a
name of: Management-2-Level Description or
M2-Level Description.

END RESULT

After loading all the relevant content, we were
able to import Job Description names, various.
criteria and indicate if they were Parent or Child.



USE CASE: Content-Driven Job Descriptions (Utilizing Reference Bullet Lists) (continued)

The result? Following the job import, the client was able to see new jobs created in JDXpert that are
almost entirely pre-populated with data!!

The client will end up with a large number of Job Descriptions stored in JDXpert; however, maintaining
them is now manageable. Most of the content is editable outside of the Job Descriptions within
Reference Bullet Lists. If needed, only data that is unique to an individual Job Description, where
content was not pulled in or cascaded from the Parent, would need to be maintained within that job.

ASSOCIATED SCREENSHOTS
1. The client is able to easily manage many Job Descriptions in JDXpert by making use the Explore
feature, as shown below:

JDXpert BuE R

Logged On As:  Admin, Super Entity Core Jobs.
|iob description management software
% Job Description Home Page [&] Administration Functi E Job Descriptions Management
£ 0 W @ X Y ‘—.‘iﬁ =) o B B & ) )
Close Refresh Add View Edit Delete Filter Explore | Tasks  Import.. Export.. Copy Rename Revise Configure  More
Explore 9 @ Sticky Filter(s): Exclude Retired Jobs; Exclude Hidden Jobs Select...
54 Job Descriptions under review Select Quick Filter: | Search by Explorer Tree View - Refrash
[ Parent Job Descriptions
[={ Explore by Job Code Or Text Search: Search Select Al Select None ¥ Show Details Tab ~ Max: 150 ~
1| Explore by Job Family _ Showing 12 of 755 Records: Selected: 1
Administrative Services
Advisory Status ID Job Code Job Description Name Num EEs  Master Template
Business Development [& Preview | t= Job Family | 3 Archives | & Parent/Child | g Employees || [ Sim
Clinical - Nursing 2003 1004 Accountant 1 4 Job Evaluation Master
Default rE@aa<le
Communications & Public Affairs = -
2004 1007 Accountant T 2 Job Evaluation Master
Contracts & Procurement ] Preview Job Description in HTML Format
Customer Service & Support
2005 1005 Accountant II1 3 Job Evaluation Master
Cyber Security & Analysis
Data Management B

o

2006 10012 Accountant IV Job Evaluation Master
Education J Dx e rt Accountant Il
Engineering The client is able to drill down by selecting || Accountant Parent Hp Bl e Jeb Description
Engineering - Developmef
Engineering - Infrastructuf

a Job Family, then display only jobs in a

. . P Accountant V
particular Sub Function within it. Here —

)

Job Evaluation Master
Enterprise Resource Plani

Bxecutive only Accounting jobs within the Finance Accounting Specialist [ 0 Job Evaluation Master
& Finance Job Family are displayed JOB INFORMATION
Accounting Accounting Specialist I 0 Job Evaluation Master Survey Job: Accountant Entry - 210.316.360
Accounts Payable Date: 8/27/2019 12:11:12 PM
Corporate Development 2015 1006 Accounting Supervisor 2 0 Job Evaluation Master | Title Accountant I
Locations: East
Financial Analysis ) °
@ 2840 Unassigned Accounting Supervisor IT PDQs 0 Job Evaluation Master Shift Day
Financial Management :
! Reports To. Accounting Supervisor |
Financial Systems 2788 1000 Sy e 0 JobEvaluation Master | FLSA Exempt
Internal Audit
Risk Management 2638 Unassigned Staff Accountant 0 JobEvaluation Master | ORGANIZATION
T Pisicinn ———

2. Job Description content is stored outside of the Job Descriptions in Reference Bullet Lists. When
changes to content are needed, JDXpert Administrators can either edit the Reference Bullet lists
manually or they can export to Excel files, make changes and reimport.

Option to edit existing content manually and also

! Export all or some content, make changes in an excel file
add new lists manually

and reimport
Job Description Admi‘stratic’ : Reference Bullet Lists (Auth Settings: Admin_JobReferenceB
= 2 9@ A x = =¥ iz @ B0 @ 4

Save Changes Refresh Add Ref List Edit Delete Rename Save As.. Family Tree Properties Copy FPaste Clipboard Import  Export

Filter By Name: - Refresh Max Records 300 -
Search Text/ID: Search Selected 1 of 102
Filter By Meta Data: = Context - Contains | Org Level 2 tab - Refresh Select All Select None
Show/Hide Results By Flags: [H| Std Statement (@] Summary Search |H] Results-Oriented Reset Flags
|@ Custom Flag #1 ||| Custom Flag #2 Custom Flag #3
ID Bullet List Name Std Statement?  Summary Search?  Is ROID? Fe Name: S3-Level Description
Description: S3-Level Description
97457 S3-Level Description False False False Context: Org Lovel 2 tab
97458 S3-Organizational Impact False False False Type of List: Level
Source: Iy

Title: S3-Level Description
Updated: 10/27/2019 by A ‘
List Values: + Entry-level position typi§ Content for S3 Level Description

« Work is routine or follo
« Work is closely supervi:
« Problems faced are roul
+ Communicates information that requires little explanation or interpretation




WHAT'S NEW
IN FEATURES

SAMPLE JOB IMPORTER

If you're super unhappy with your current
job descriptions or don't have any,
JDXpert now allows you to import job
descriptions from our curated sample
library of over 3500 titles. These job
descriptions have indicative info like FLSA,
EEO, SOC Code, Job Summaries, Essential
Functions, Education, Experience, KSAs,
Physical Demands and more.

PAYSCALE MARKETPAY

INTEGRATION

Import data from PayScale MarketPay and
manage, search, edit and view that data
in JDXpert. It Integrates with the Form
builder, allowing you to easily display
MarketPay content as bullet rows in the
job description.

CONTENT SUGGESTIONS

HRTMS has leveraged Al to help you write
Job Descriptions, specifically free form
text like Essential Functions and KSAs. Our
content features will now analyze all the
relevant content for a job and provide a
concise list of suggested content.

CONTENT HISTOGRAMS

In order to make the selection of
Education, Experience, and Licenses and
Certification easier, HRTMS products will
now analyze all the relevant data for these
items and present the user with
histograms showing the relative
percentage of jobs in each category (e.g.
for education: High School 2%,
Associate’s 20%, Bachelor's 60% etc.

To learn more, login to the JDXpert Help
Center or contact your Customer Success
Manager at success@hrtms.com.

UPCOMING
EVENTS

WEBINAR: Best Practices For

Compliant Job Descriptions
FEBRUARY 26™ | REGISTER

HR USER TRAINING
FEBRUARY 12™| REGISTER
MARCH 117 | REGISTER

ADMINISTRATOR TRAINING
MARCH 3-5™| REGISTER

WorldatWork TOTAL REWARDS

CONFERENCE
JUNE 7-10™ | MINNEAPOLIS | LEARN MORE

EDITORS

Jen lanniello Ashley Johnston
Customer Success Manager Director of Marketing

Contact Jen lanniello at success@hrtms.com
with any questions.



https://support.jdxpert.com/portal/signin
mailto:success@hrtms.com
mailto:success@hrtms.com
https://hrtms.zoom.us/webinar/register/WN_3HIV1oytQZCdJfBhybBfIw
https://hrtms.zoom.us/webinar/register/WN_KWqKd4DPS2qH6K9gpSjM4A
https://hrtms.zoom.us/webinar/register/WN_Z41_yXiuSQCjZOWmNcs_1w
https://hrtms.zoom.us/webinar/register/WN_Z41_yXiuSQCjZOWmNcs_1w
https://www.worldatwork.org/events/2020-total-rewards-conference-and-exhibition/
https://www.dol.gov/newsroom/releases/whd/whd20190924
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