
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.  
 

 
 

Click Job Profile to search for a specific position then press enter.  

Select OK. 
 

          
 

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

 

 

 

 

 

 



 

All tabs are viewable. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

How to search for all jobs:  
In the Workday search bar, type ‘job description database’, then search.  

Click on ‘job description database’ report.  

 

 

 

Click ‘OK’. 

 
 

Once retrieved you can filter either by ‘Job Profile’ or ‘Job Family Groups for Job Profile’.  
 

 

 

 



Below are examples of how to filter and search on the report under ‘Job Profile’ or ‘Job Family Groups for Job 

Profile’.  
 

              

 

Select ‘Filter’. 
 

 

 



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

 

 

 

 

 

 

All tabs are viewable.  

 


