
1

SEARCH FOR CURRENT JOB DESCRIPTION
(JOB PREPARER)

Visual ExampleDirectionsStep #
Job Preparer clicks on Job Catalog
and searches for position # to see if 
a job description already exists and 
if it is up to date in JDX (this includes 
job descriptions that were 
transferred from FastClass)
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Search by the job code or job title 
or position number, click the check 
box, then double click on the job 
you are looking for.
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