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‭Log In / Log Out‬
‭1.‬ ‭To log in to Job Builder URL:‬‭https://universityofcalifornia.marketpayjobs.com‬

‭1.‬ ‭Log In to Job Builder:‬

‭2.‬ ‭Log Out of Job Builder:‬
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https://universityofcalifornia.marketpayjobs.com/


‭Home Page Navigation‬
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‭Quick Links‬
‭1.‬ ‭Quick Links are the quickest way to navigate to the place you want to go.‬
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‭View My Job‬
‭1.‬ ‭View a print version of your job description in PDF or HTML.‬
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‭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.‬
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‭My Employees‬
‭1.‬ ‭View a list of the employees (and their JDs) that report directly and indirectly to you.‬
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‭Job Library - Part 1‬
‭1.‬ ‭The Job Library lists all the job descriptions in your assigned departments.‬
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‭Job Library - Part 2‬
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‭Job Catalog‬
‭1.‬ ‭Search for and view UCSB staff (non-student) job descriptions.‬
‭2.‬ ‭Search by Position ID, Job Code, Job Title, or Job Family‬
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‭My Job Tasks‬
‭1.‬ ‭The My Job Tasks Quick Link will only appear on your home page if you have job actions in some state of workflow (drafted, submitted, etc.).‬
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‭CT Job Standards Matrix‬
‭1.‬ ‭View an at-a-glance matrix of all the UC job titles by salary grade and job family.‬
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‭CT Job Standards‬
‭1.‬ ‭View or download the CT Job Standards.‬

‭14‬



‭CT Job Standards (continued)‬
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‭Add a New Job Description (Create New JD)‬

‭1.‬ ‭Add a New JD from a‬‭Blank Job Description‬
‭a.‬ ‭Creating a new blank job description allows you to use a template JD that is pre-filled with job code related attributes and information‬

‭from the Career Tracks job standards.‬
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‭Add a New Job Description -‬‭Blank Job‬‭(continued)‬

‭1.‬ ‭This is a continuation of #3 above - select the Job Standard template.‬
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‭Add a New Job Description -‬‭Blank Job‬‭(continued)‬

‭1.‬ ‭This is a continuation of #4 from above - select the HR/Comp Reviewer.‬

‭----> Skip to‬‭Job Description Workflow Process‬
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‭Add a New Job Description -‬‭Base Job‬

‭2.‬ ‭Add a New JD from a‬‭Base Job Description‬
‭a.‬ ‭Creating a new job description from a base job description (current JD in the job catalog) enables the automatic copying of many‬

‭sections and fields into your new job description.‬
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‭Add a New Job Description -‬‭Base Job‬‭(continued)‬
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‭Add a New Job Description -‬‭Base Job‬‭(continued)‬

‭----> Skip to‬‭Job Description Workflow Process‬
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‭Revise a Job Description (Update, Reclass, Stipend)‬
‭1.‬ ‭Use the “Revise a Job Description” action for JD updates, reclasses or temporary stipends.‬
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‭Revise a Job Description (Update, Reclass, Stipend) (continued)‬

‭----> Skip to‬‭Job Description Workflow Process‬
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‭Job Description Workflow Process‬
‭1.‬ ‭The Job Description workflow process consists of 14 sections, 12 of which require editing.‬

‭Section 1 - Job Details‬
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‭Section 1 - Job Details (continued)‬

‭25‬



‭Section 1 - Job Details (continued)‬
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‭Section 2 - Supervision‬
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‭Section 3 - Job Summary‬
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‭Section 4 - Essential Functions and Duties‬
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‭Section 5 - Qualifications‬
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‭Section 5 - Qualifications (continued)‬
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‭Section 6 - Competencies‬
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‭Section 7 - Classification Factors‬
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‭Section 7 - Classification Factors (continued)‬
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‭Section 7 - Classification Factors (continued)‬
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‭Section 8 - PEMs (Physical, Environmental, and Mental Requirements)‬
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‭Section 8 - PEMs (Physical, Environmental, and Mental Requirements)‬
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‭Section 9 -  Special Conditions of Employment and Reporting Requirements‬
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‭Section 9 - Special Conditions of Employment (continued)‬
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‭Section 10 - Action Justification‬
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‭Section 10 - Action Justification (continued)‬
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‭Section 11 - Temporary Assignment/Stipend‬
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‭Section 11 - Temporary Assignment/Stipend (continued)‬
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‭Section 12 - Compensation Information‬
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‭Section 12 - Compensation Information (continued)‬

‭Section 13 - Workflow Approvals‬
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‭Section 14 - Job Posting‬
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‭Section 14 - Job Posting (continued)‬

‭47‬



‭Finalize and Submit a Job Description to HR/Compensation‬
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‭Workflow Screen Options‬
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‭Green Workflow Tool Bar‬
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‭Archiving a Job Description‬
‭●‬ ‭Follow the instructions to‬‭Revise a Job Description‬‭.‬‭On the Job Details section, select YES for the “Archive this Job Description” field.‬
‭●‬ ‭In the Action Justification section, indicate why you want to archive the job description.‬
‭●‬ ‭Click the thumbs-up button on the workflow toolbar to submit the job description to archives.‬
‭●‬ ‭If there are many required fields preventing you from archiving the JD, submit a ServiceNow ticket to Compensation to have them override‬

‭the required fields and archive the JD for you.‬
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‭Job Description (JD) Acknowledgement Process‬

‭The‬‭JD Acknowledgement‬‭process is initiated when employees‬‭are newly hired, promoted to another position, reclassified, or have updates made‬
‭to their job description.‬

‭The JD (Job Description) can be acknowledged in one of two ways.‬
‭1.‬ ‭The first is by clicking on the link in the email that was sent after you were hired; and‬
‭2.‬ ‭The second is by logging into Job Builder.‬

‭Acknowledgement via the Email Link:‬
‭1.‬ ‭An email is automatically sent to the employee linked to the job description (see sample email below). When you receive a JD‬

‭Acknowledgement email, start the process by clicking on the link in the email:‬
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‭2.‬ ‭Read the instructions and then review your job description.‬

‭3.‬ ‭View your job description before acknowledging it.‬
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‭4.‬ ‭View, print and/or download your job description. Close the window when done.‬
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‭5.‬ ‭Check the acknowledgement box and click on “Complete Workflow Step”:‬

‭6.‬ ‭Finalize the acknowledgement process by checking the box and clicking “Confirm”.‬

‭7.‬ ‭You no longer need to print out and sign your job description. The online acknowledgement process replaces the old process of wet-signing‬
‭JDs.‬
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‭Acknowledgement via Logging into Job Builder:‬
‭1.‬ ‭An employee can log into Job Builder to acknowledge receipt of their job description. Follow the instructions for‬‭logging in on page 3‬‭.‬

‭2.‬ ‭On the Home Page, double click on the Acknowledgement link.‬
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‭3.‬ ‭Scroll through the job description to review it and then click on Accept to acknowledge receipt of the JD.‬
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