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Log In / Log Out

Job Builder URL: https://universityofcalifornia.marketpayjobs.com

1. Log In to Job Builder:

UNIVERSITY
OF
CALIFORNIA

Click here to log in
using SSO (single
sign on)

Welcome to Job Builder
[ \ Click Here for /

n Single Sign-On (SS0)

This login page is for current UC employees only.

This section is
for system
admins only

Admin Sign In

2. Log Out of Job Builder:

Click here
to Log Out

SBCMP - UC Santa Barbara



https://universityofcalifornia.marketpayjobs.com/

Home Page Navigation

4 I Home Page

Welcome

Kathryn Moore

M & R

View any pending tasks
associated with your job
Jobs that Report to Me description (i.e. JD
My Employees Acknowledgement)

View My Job

My Information

Analytics
CT Job Standards Matrix
CT Job Standards

Blue navigation bar menu
items contain the same

information as the Quick Links.




Quick Links

1. Quick Links are the quickest way to navigate to the place you want to go.

Hover over a Quick Link
to see a description of
what you'll find.

Single click on a Quick
Link to open it.

View all the These two Quick Links are
JDs that report only available to supervisors View a list of the
directly or and managers. employees (and
indirec’[w to = = thE”JDS}thﬂt
you. Quick Links report directly and
ﬂ @ indirectly to you.
Jobs that Report to Me My Employees
View your current I j
job description. © v p\ .
View My Job CT Job Standards Matrix
% © Viewan at-a-
glance list of all
Career Tracks
View the Career CT Job Standards job titles by
Tracks Job salary grade and
Standards in side-by- job family.
side view.




View My Job

1. View a print version of your job description in PDF or HTML.

Your payroll title

and Position ID

Scroll down to
see full JD.

. f---""—-..

Job Description:
Administrative Manager 1 (40035501)

Print Profile:

Preview Job Description

() PDF Format (® HTML Format

Download/Share Job Description

W) [ da =<3

Click on PDF Format \

to see a print version.

Download (or share) a
Word, PDF or HTML
version of your JD.

UC SANTA BARBARA

ADMIN MGR 1 (000547
Job Descriptior

Al 10b History/Status |

Approved Date: 1/1/1900 12:00:00 AM
Date Last Edited: 1/1/1900 12:00:00 AM
Last Action Approved: Update

Last Action Effective Date: 10/1/2021

Organization Details

Business Unit (Location):  SBCMP
Department Name: PERS HUMAN RESOURCES
Division Name: Admin Services

The Department of Human Resources is dedicated to providing
exemplary customer service in support of teaching, research
and the public service mission of UCSB. We are committed to
forming strategic partnerships within the UCSB community that
create a work environment designed to attract, develop and

30+ employees and is made up of the following units:
Compensatlon and Classification, Employee Engagement

nnnnnnnnn AV mbhne Palabinrms Foaelacm s Cnemanen fanadamain

atement:

wapartment Marketing retain the best qualified people. The department has a staff of




Jobs that Report to Me

1. All job descriptions for positions that report directly or indirectly to you will appear in a searchable grid, including your own job description.

MNarrow your search using
the open text search.

Single click on
any row then
click here to

view all details
about this JD
in Form View

MNarrow your search using
the smart search drop-

View an org chart of
all the jobs that report

Export an Excel

Action

Single click on

employee(s)

any row then click
here to view the

linked to this JD.

Single click an
any row then
click here to
mark JD as a

favarite.

Workflow

Action Requestec Department Name Position ID

PERS HUMAN
RESOURCES
YRy PERS HUMAN
: RESOURCES
PERS HUMAN
=N
[o # RESOURCES
PERS HUMAN
(o ‘ﬂ“fv RESOURCES
.‘ J
r PERS HUMAN
a
" % RESOURCES
| i |

PFRS HI IMAN—"-—) ______

System Title

Administrative

40035501 Manager 1
(40035501)
Administrative

40071064 Officer 2
(40071064)
Administrative

40074139 Officer 2
(40074139)
Benefits Analyst 2

40074435 (40074435)

40077113 Benefits Analyst 2

(40077113)

Renefits Analvst 2

Scroll down to
SEee maore rows.

UC Job Code UC Payrall Title

007376 ?EDF;I;? g)FCR 2
e S
007719 (B['JEE']“?E?FE? ANL 2
007719 BENEFITS ANL 2

(007719)

RFNFFITS ANl 2

down filters. to you. : ;
Y version of the grid.
HomePage Jobs that Report to Me
b4
Search .
Al My Jobs R E 3;'3 Org Chart B-D Export ses

Waorking Ti

Manager, HR
Employee
Services

HR Office
Manager

Waorkforce
Administration
Specialist

Leave Program
Coordinator

Transitional Work
Program (TWP)
Coordinator

————

Scroll right to see
more columns.




My Employees
1,

Narrow your search using

the open text search.

HomgPage

MNarrow your search using
the smart search drop-
down filters.

View a list of the employees (and their JDs) that report directly and indirectly to you.

View an org chart of
all the jobs that report
to you.

(s

Jobs that Report to M

My Employees

Fearch ‘

Single click on
any row then

click here to
view details
about this Job Tasks
employee.
Action Department
; PERS HUMAN
8% RESOURCES
PERS HUMAN
RESOURCES
Single click on = PERS HUMAN
; [& =<5
any row then click RESOURCES
here to view the
employee(s) JD PERS HUMAN
mployee(s) B RESOURCES
in Form View. -
"
PERS HUMAN
o
__r-‘ &< RESOURCES
Ve

— ~ DERC HIIMAR

Export an Excel
versian of the grid.

¢

!

*  Filter s ﬂ ‘

Direct Reports Only

Click OFF to see all direct
AMD indirect reports.

Emplid Position I Employee Name

40031426

40077113

40066604

40020406

40036352

Scroll down to
SEe MOore rows.

UC Job Code UC Payroll Title
PROJECT POLICY

007395  ANL SUPV 2
(007395)

007719 (BDEDP'J?E?FE)S ANL 2

000495 '(—DADB&ZER)EL REFR 4

000621 ETEEEUJ;;IE)NT MGR

o772y BEMEFITS ANL 4

(007721)

I ARNR RPEI MGR 2

a% Org Chart ) [3 Export | [\ Reminders  «-

y b4

Tree View

= Lisa IR

Single click on any
row then click here to
share this JD with the

employee.

Scroll right to see
mare columns.




CT Job Standards Matrix

1. View an at-a-glance matrix of all the UC job titles by salary grade and job family.
Click on the carrot to open
Home Page CT Job Standards Matrix the vertical Job Family list.
Search X
Click on a Job Family to #*  Filter e Advanced ‘ Show &ctive Jobs Only “en

narrow your search of
Job codes appearing in

the matrix.

T Ly el

Facilities Cavelopment ai
Finance

General Abministration
General Strvices
Governmental Relations
Healtheargs Strateay
Human Resources
IATOrMaton ecnnology
Investment Managemen
Legal Services

Library Services

Marine

Medical Imaging
Museum Services
MNursing

Patient Support Services
Performing Arts
Physician

Quality Management
Radiation Oncology
Rehabilitation Services
Research Administration
Research and Laborator
Respiratory Services
Security and Public Safet
Skilled Crafts and Trades
Sports and Recreation

Howver over the carrots to view the Job
Families as they scroll left and right.

E Development and EHS Finance General Administration General Services Governmental Relations Healthcare S )

These functions describe the work performed at the University to support our staff and academic employee resources.

Benefits Prq
BEMEFITS PRG STRAT

Academic Human Resources

Grade 30
ACAD HR MGR 3 (000596) BENEFITS MGR 3 (000290) BENEFITS PRG STRAT
Grade 28
Double click on | BENEFITS MGR 2 (000291) BENEFITS PRG STRAT
Grade 27 a job fitle to
open a print
ACAD HR ANL 5 (000593) | yarcion of the | BENEFITS ANL 5 (000292) BENEFITS PRG STRAT
Grade 26 ACAD HR MGR 2 (000595) | job standard.
-
ACAD HR MGR 1 (000594) BENEFITS PRG STRAT
Grade 25
ACAD HR ANL 4 (007718) BENEFITS MGR 1 (000614) BENEFITS PRG STRAT
Grade 24 ACAD HR SUPV 2 (007711)
ACAD HR ANL 4 GF (005824) BENEFITS ANL 4 (007721)
Grade 23
ACAD HR ANL 3 (007715) BENEFITS SUPV 2 (007723) BENEFITS PRG STRAT
Grade 22

BEMEFITS SUPV 2 GF (006643)

BEMEFITS ANL 3 (007720)
Grade 21




CT Job Standards
1. View or download the CT Job Standards.

Click on the 3-dot menu to
bring up a list of CT Job
Families.

Search for and select a job function
within a job family.

Home Page CT Job Standards

o .
Clear

Select Job Function Ik Search/Filter:

UL [ R [ L g B L S

Governmental Relatiofis
Healthcare Strateqgy
Human Resources
Academic Humag Resources
Download Job Standards Benefits
Benefits Prog
Compensation
Employves Health Services RN

£

o=

Strategy

Click here to see a side-by-side
version of the CT Job Standards.




CT Job Standards (continued)

Side-By-Side View e Click on the 'x' to hide .
title columns you don't
Export as Excel Edit Profiles need to see.

Selected Jobs
11 Jobs Selected Export this grid to Excel. | -~

Side-by-Side Profile
Job Standard

[ Highlight Differences [] Hide Identical Rows

Job Function: Compensation

Involves developing, implementing and administering compensation policies an programs. Reviews Job evaluation requests and proposals,
and provides advice on job evaluation, position management, and position sala

lob Family: Human Resources

These functions describe the work performed at the University to support our 50.8iF and academic employee resources,

Compensation Analyst 1

Classified Indicator Descr PSS
(Pers Prog)

Job Level Entry Intermediate
Salary Grade Grade 20 Grade 21
FLSA Status Non-Exempt Non-Exempt
CT Ge_ne_riu: Scope Entry-level professional with limited prior Professional who applies acquired ibh
Description experience; learns to use professional skills, policies, and procedures to
concepts to resolve problems of limited complete substantive assignmegts /
scope and complexity; works on projects / tasks of moderate sghpe and
assignments that are initially routine in complexity; exercises judgm within
: nature, reguiring limited judgment and defined guidelines and praciites to
Scroll to the right to decision making. Employees at this level determine appropriate actign.
see all the job titles are expected to acquire the skills and
inthis job function. | e e P reed upon tme in Scroll down to see all
X 9 9 pon sections of the CT
position, through defined training and Job Standard
development planning. 0 andarad.




JD Acknowledgements

Refer to the JD Acknowledgements User Guide on the HR/Compensation website.



https://www.hr.ucsb.edu/hr-units/compensation/oacis

