Viewing Job Descriptions in Workday

How to search for a specific job only:

In the Workday search bar, type ‘job description database’, then search.

Click on ‘job description database’ report.
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Click Job Profile to search for a specific position then press enter.
Select OK.
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Click on the job profile in blue and the job description will populate.
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All tabs are viewable.
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Job Profile Summary Perform a variety of accounting tasks with differing degrees of complexity. Apply generally accepted accounting principles and procedures

Job Description Essential Duties and Responsibilities

» Review, analyze, and reconcile varicus accounts on the general ledger and the subsidiary ledger for accuracy including areas of acco
« Compile and analyze financial information to prepare journal entries for general ledger accounts, updating documentation as needed
= Aszsistin the preparation of reports by preparing and reviewing data required by various reporting agencies including local, state or fe
# Assist with the preparation of audit schedules, financial statements, and statistical data related to the annual audit and Annual Comp

Supplemental Functions

+ Perform other duties as assigned.
« Perform all duties to maintain all standards in accordance with college policies, procedures, and Core Values.




How to search for all jobs:

In the Workday search bar, type ‘job description database’, then search.

Click on ‘job description database’ report.
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Click ‘OK’.
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Once retrieved you can filter either by Job Profile’ or Job Family Groups for Job Profile’.
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Below are examples of how to filter and search on the report under ‘Job Profile’ or Job Family Groups for Job

Profile’.
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Click on the job profile in blue and the job description will populate.

All tabs are viewable.
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Perform a variety of accounting tasks with differing degrees of complexity. Apply generally accepted accounting principles and procedures

Essential Duties and Responsibilities

= Review, analyze, and reconcile various accounts on the general ledger and the subsidiary ledger for accuracy including areas of accol
« Compile and analyze financial information to prepare journal entries for general ledger accounts, updating documentation as needed
e Aszsistin the preparation of reports by preparing and reviewing data required by various reporting agencies including local, state or fe
= Assist with the preparation of audit schedules, financial statements, and statistical data related to the annual audit and Annual Comp

Supplemental Functions

+ Perform other duties as assigned.
# Perform all duties to maintain all standards in accordance with college policies, procedures, and Core Values.




