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OH NO! EVERY EMPLOYEE
HAS THEIR OWN JOB
DESCRIPTION!
One of the most tedious tasks in HR is developing the perfect job
description. This task typically falls into the hands of the
Compensation team, with the help of other stakeholders, such as
managers or HRBPs. But what do you do when each individual
employee has their own job description? Or conversely, what’s
the best way to handle job descriptions that share the same job
title and job code, but contain different tasks and qualifications
and should actually be broken up into individual job descriptions?
You want to incorporate all employees’ work but how do you do
so in the least number of vetted and approved job descriptions?
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OH NO! EVERY EMPLOYEE HAS THEIR OWN JOB DESCRIPTION! (continued)
Position Description Questionnaires (PDQs) is a term that refers to a questionnaire given to
employees with the purpose of gathering information about the job. However, this archaic and
difficult approach has been given new life with JDXpert’s PDQ feature. PDQ functionality was
created to deal with both of these disparate situations by allowing PDQ participants, be they
managers or employees, to edit a version of a base job description individually. JDXpert typically
facilitates the collaboration of multiple stakeholders on a single job description. With PDQs, there
is a base job description, where all PDQ participants receive their own copy to edit. The initiator
selects stakeholders, most often managers, to participate and starts the process. Each
participant changes the base copy of the job to coincide with the job as they see it and submit
their work back to the initiator. When PDQ participants complete their work, the initiator can
clearly see which employees should be in the same job description and which require new job
descriptions.
THE PDQ PROCESS
The PDQ process is available as part of the JDXpert workflow function. To start the process, the
Manage PDQs action button is enabled so that the step approver of the workflow (PDQ initiator)
can select the PDQ participants.

PDQ participants can be added either individually or as a group.

The PDQ participant then receives an email similar to the one below.

OH NO! EVERY EMPLOYEE HAS THEIR OWN JOB DESCRIPTION! (continued)
By clicking on the link, the participant is brought to a simple PDQ page where they can view
instructions and edit the job description by clicking on the step 2 button. Job description editing is
performed via the job descriptions form used throughout the system.

Once the user has made his edits, clicking on the Step 3: Notify Sender button, the initiator is
alerted that the participant has finished the PDQ.
At this point the initiator can review the feedback from the various PDQ participants. The
Workflow Status window indicates whether the PDQs have been edited. Often the goal at this
point is to determine which employees are in the same job and which require different job
descriptions. The initiator can view all the jobs holistically using the side-by-side view and then use
the buttons on the right pane to view each PDQ and take the appropriate action: If the PDQ
submitted by an employee or manager is different enough, the PDQ can be saved as a new job
description; if the PDQ is very similar to the base job it can be removed. Parent/Child hierarchy
can also be introduced to manage the differences between base jobs and PDQs. Each PDQ
can be compared to the base version as well as be viewed side-by-side for comparison. The PDQ
initiator’s actions not only create the right set of job descriptions for this group of people but will
also attach each employee to the appropriate job description.

OH NO! EVERY EMPLOYEE HAS THEIR OWN JOB DESCRIPTION! (continued)
The PDQ process can be used to create an updated, consolidated, revised job description by
pulling pieces from PDQ participant submissions. The PDQ initiator can review all the PDQs and
then select the values from each of the PDQs that they wish to incorporate into the job
description under revision.

Trying to handle these situations manually is so onerous and tedious that few organizations have
the gumption to tackle them at all, resulting in a “wild west” scenario where there is little or no
governance over job descriptions. Employees or their managers can create their own job
descriptions on-the-fly or use outdated versions, making effective talent management,
compensation and compliance decisions virtually impossible. The use of JDXpert PDQs enables
the organization to gather feedback from all impacted stakeholders as part of the job
description review process, resulting in an end product that is truly accurate and captures the
essence of the job description.
To learn more about implementing PDQs into your environment, contact your Customer Success
Manager at success@hrtms.com.

Do you want to get an
immediate answer to
your support question?
Make Knowledge Base the first place you go. You’ll
find that 40% of the time, your question has come up
before and the answer and the how-to is just a click
away.
STAY TUNED….Currently, we’re working on improving
our Client Support Portal to provide even more help to
customers. We will inform you as soon as it is made
available.

USE CASE

Recruitment Screening Questionnaire
DESCRIPTION
The Recruitment Screening Questionnaire
feature allows JDXpert workflow participants
—typically HRBPs or Compensation
professionals — to create a set of job-specific
questions to be used during the recruitment
process. Questions are housed within the
approved job description and can be
answered and scored within JDXpert. Once
created, an interface can be established to
export the recruiting questions to the client’s
HR or Applicant Tracking system. This feature
helps recruiters ask the right questions and
furthers more consistent recruitment practices.
ACTORS
Roles involved with this feature tend to be
Admin, Comp and HR. An export of these
questions can be sent to client’s HRMS.
PRE-CONDITIONS
This configuration was first created as an
enhancement to a client’s Recruitment
Project. A set of approved questions was to be
included with finalized job descriptions that
could be sent via a daily feed to the client’s
HRMS.
The client needed questions specific to each
job when posting for candidates. Prior to this
enhancement, questions were arbitrarily
selected from the organization’s library of
questions housed in the HR system and there
was no consistency. A recruiter could select a
group of questions for a job one day and an
entirely different group of questions on
another.
The HR system assumed the same questions
were being reused, allowing for no dynamic
functionality to attach questions to jobs.
Recruiters and HR required the ability to select
the questions they needed for each job and
delete from that list those that were not
needed.
The client also needed the ability to enter jobspecific questions as needed based on

current need. For example, one posting may
require someone with more of a technical
background than another posting for the
same job elsewhere in the company.
Questions also needed to be flexible enough
to be considered “knock out” questions, while
others needed to be scored based on the
best answers.
CONFIGURATION SUMMARY
• Phase 1: HRTMS developed a ‘Recruiter
Questionnaire Editor’ as an optional
configuration button above the set
questionnaire statements in JDXpert. Found
within the toolbar on the tab is a button
where administrators can edit the
recruitment questions. This form allows the
user to add/delete questions and add the
possible answers and scores. The saved
questions and score data are visible in the
bullet list and can be printable with the
other job description elements. The
behavior is similar to that of the FLSA
questionnaire.
• Phase 2: Integration
• The questionnaire is displayed as a
read-only bullet list in the main job
description
• The questionnaire is visible in printfriendly HTML format like the current
questionnaire functionality in the HRIS
system
• The questionnaire data elements are
sent over to the HR system through
an overnight data feed
BASIC FLOW
HR, who has access to JDXpert, could at any
time open a job description and add, edit or
delete questions for the particular job.
Therefore, the job does not need to be in a
workflow review cycle in order for the
questions to be created, edited or deleted. All
questions would move over to the client’s
HRMS system via an overnight feed.

USE CASE: RECRUITMENT SCREENING QUESTIONNAIRE (cont.)
END RESULT
All questions are successfully exported nightly from JDXpert to client’s PeopleSoft system and are
attached in the HRMS as part of the job description.
ALTERNATE USES
This feature allows for the creation of a library of questions available to a recruiter for a specific job
description on an as-needed basis. HR can control the questions and score the results at the job
description level. The added benefit is that this feature ensures that questions are appropriate,
compliant and consistent for the specific job throughout the organization. These questions are
exportable to the client’s HR system so that they are transparent to all.
ASSOCIATED SCREENSHOTS
Display of the screening questions:

STILL USING IE11?
Due to Microsoft sunsetting IE11 on January 14th, 2020, HRTMS will cease its support
of IE11 as of December 31, 2019. We encourage you to use JDXpert on Chrome,
Edge, Firefox, or Safari. Thank you for your cooperation.

USE CASE: RECRUITMENT SCREENING QUESTIONNAIRE (cont.)
Adding a screening question:

Adding/Edit/Delete Answers to the Screening Questions

Printout of the screening questions:

NEW!

The Job Description Admin Assistance
Program
Job Description Management is so important, yet
so time consuming. Ever wish you could just hand
over the management of your job descriptions to
someone else? Now you can! HRTMS and
Innovative Consulting Services (ICS) have
teamed up to provide the Job Description Admin
Assistance Program.
Our experts will manage your job description
program:
• New job description creation
• Manager review process
• FLSA classification
• EEOC classification
• ADA compliance of physical demands
• Competency development
• Edits/modifications review for existing
job descriptions
• Mass change of job descriptions due to
choice list changes, M&A events or reorganizations
• Loading of content (Salary Surveys,
competencies etc.)
• Reporting – Workflow reporting, change
reports, etc.
And all of this will be done using state-of-the-art
job description software powered by HRTMS –
JDXpert. Not only will your job descriptions be
managed by experts, but your company will
have access to a tool that has the capability of
allowing anyone in your organization 24/7 access
to job descriptions and the ability to suggest edits
and create a review cycle for changes to the job
descriptions.
Ideal for those who understand the value of
keeping job descriptions updated and accurate,
but who are unable to dedicate the time
necessary to manage them. Or, those who want
to leverage the experience of experts in the field.
HOW IT WORKS
An ICS representative will act on your behalf as
your Administrator. They will communicate with all
stakeholders on your behalf to administer all
aspects of job description management.
To learn more, contact your Customer Success
Manager at success@hrtms.com.

WHAT’S NEW
IN FEATURES
ADDENDUMS

This is a quantum step that allows one
job description to reflect the needs of
multiple groups or employees. Data will
appear dynamically for job descriptions
based on who is viewing it. For
example, a job description can contain
data like responsibilities, qualifications
or physical demands based on a
specific department (or location,
country or employee position) and
morph automatically to reflect the job’s
requirements for that employee or
(department, etc.) without creating
additional job descriptions. Individual
stakeholders can edit the information to
create the correct set of data for their
department (etc.) while Comp/HR can
view the values for all.

CONTENT SEARCH

Crowd sourced web content is now
available for Job Summaries, Essential
Functions, Education, Experience,
Knowledge, Skills and Abilities, and
Licenses and Certifications
(Competencies are coming soon).
Content sources: HRTMS’ Extensive
Sample Job Library, O*net, HRTMS’ AIPowered Library of Web Postings, and
HRTMS’ crowd sourced Content Library.
Users have the ability to select the
source(s) they need when creating their
own job description content.
To learn more about implementing
these features, contact your Customer
Success Manager success@hrtms.com.

UPCOMING
EVENTS
WEBINAR: POWER A BETTER SALARY
STRUCTURE WITH JOB DESCRIPTION
MANAGEMENT
APRIL 24TH | REGISTER
WorldatWork TOTAL REWARDS
CONFERENCE
MAY 6-8TH | ORLANDO | LEARN MORE
NEW FEATURES CLIENTS ONLY WEBINAR
JUNE 12TH | REGISTER
HR USER TRAINING
MAY 14TH | REGISTER
JUNE 11TH | REGISTER
ADMINISTRATOR TRAINING
JUNE 4-6TH |REGISTER
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