
JOB CONTENT MANAGEMENT 

– TOOLS FOR SUCCESS 

How to make the job of creating job documentation 
easy, effective – useful! 6/18/2012 



Introduction and Timing 

6/18/2012 

 Introductions 

 Speaker: Deb Grigson 

 Facilitators: Patty Fitzgerald and Dennis Shrenk  

 Participants: Introductions 

 Timing 

 Now through Noon 

 3 Sections 

 Discussion regarding current processes 

 Tool review 

 Participant analysis of tools and processes 

 

 

 



Learning Points 

6/18/2012 

 Overview of the Job Content Management / Job 
Documentation Process 

 Typical Job Description Content Areas 

 Methods of Collection and dissemination 

 Analysis of current challenges, when to automate, 
what problems can be handled via automation 

 Lists of automated tools; web addresses; samples  

 How are others handling their job of collecting and 
maintaining job documentation – Pros and Cons 

 



Defining what you mean by a Job 
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 Glossary of terms 

 Incumbent Data – one particular employee’s job content 

 Job Data – a category or classification with a unique 

set of job content 

Global Job Data Management – a category or 

classification of that spans more than one country or 

location 



Building…What is it all about? 
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CEO 

SVP Tech 
Chief 

Marketing 
Officer 

Chief Financial 
Officer 

Exec. Assistant 

Controller 
VP Financial 

Planning 
Director 
Payroll  



Effective Job Descriptions… 
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 “Effectively developed, employee job 
descriptions are communication tools that are 
significant in your organization's success. Poorly 
written employee job descriptions, on the other 
hand, add to workplace confusion, hurt 
communication, and make people feel as if 
they don't know what is expected from them.”  
 

 

    Employee Job Descriptions: Why Job Descriptions Make Good Business 
Sense, Five Tips About Employee Job Descriptions By Susan M. 
Heathfield, About.com Guide 

 

http://humanresources.about.com/od/jobdescriptions/g/job_description.htm
http://humanresources.about.com/od/jobdescriptions/g/job_description.htm
http://humanresources.about.com/bio/Susan-M-Heathfield-6016.htm
http://humanresources.about.com/bio/Susan-M-Heathfield-6016.htm


Documentation For Compliance 

6/18/2012 

 Compliance 

 FLSA 

 Exempt vs. NonExempt 

 ADA (as amended) 

 Essential functions and physical…mental…etc. requirements 

 Title 7 

 JCAHO standard for Healthcare 

 “Document, document, document” 



Documentation for developing your people and 

your company 

6/18/2012 

 
 

Careers  

Merit Pay  
Differentials 

Performance  
Management 

Recruiting 

Job Evaluation /  
Market Assessment 

Job Documentation / Job Analysis    



Job Content Management the Ongoing Process 
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Data 
Collection 

Management 
Input and 
Review 

HR Approval 

Compensation 
Event 

HRIS Event 

 HR Training 

and  

Communications 



Job Content Management (usually collected and 

disseminated in the form of a job description) 
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 Who collects your job data? 

 HR?  

Managers?  

 Employee/Incumbents? 

 



Job Description Content Areas 
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 What data do you collect? 



Job Description “Templates” 
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 Typical Content Areas 

 HRIS Data 

 Summary Description 

 Essential Functions 

 ADAA Requirements 

 Qualifications 

 Skills 

 Knowledge 

 Education / Experience etc. 

 Competencies 

 Job Evaluation / Level Charts 



Collecting Job Content 
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 How do you collect the data? 

Questionnaires 

 Desk Audits 

 Interviews (manager or employee) 

 



Job Content Data Storage 
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 Where do you put the data you just collected? 

 Systems 

 Paper 

 Sharepoint 

 

 



Job Content Applicability 
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 What do you use the data for? 

 

 How do you “connect” it to other systems? Do you 

connect it? 

 i.e. update the job description when requesting a new 

employee. 

 



Job Content Updates 
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 How do you update or manage the data on an 

ongoing basis? 

 

 How do you maintain consistent language through 

out all of your job descriptions? 

 

 How do you maintain consistent leveling through out 

all of your job descriptions? 

 



Job Content Reliability 
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 What problems do you have collecting; storing and 

retrieving the data? 

 Is the data relevant in a week, a month, a year or two? 

 Is the data reliable? 

 With your current system, how can you analyze the 

job content in the actual description (s)?   

 With your current system, can you keep history? 

 

 



Web Enabling Your Job Content Management / 

Job Description Process – Requirements 
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 What do you use now? 

 

 How does it work? 

 

 What would you like a JD tool to do for you? 

 

 Prepare a requirements document that describes 

what is important for you and your organization. 



Evaluating Data Tools 
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1. Essence of a system 
 Data In 

 Data Manipulation 

 Data Out 

2. Meeting the company needs 
 How smart is it 

 How well does it fit my organization 

 How much does it cost 



Job Description Tool Requirements 

6/18/2012 

Category Description Yes No 

Users HR; Manager; Employees 

Functionality Store history 

Tracks versions 

Provides ADAA content selection 

Provides workflow - sending job descriptions for modifications or approvals 

Contains job descriptions libraries 

Contains customized job description libraries 

Competencies 

Links positions with jobs 

Searchable database 

Job evaluation 

Connects market pricing 

Job leveling 

Contains a skills library 

Platform Web-based 

Reports Access to job description data fields for "ad hoc" reporting 

Customized Position description template reports 

Customized Job description template reports 

Security Secure access 24 x 7 

Accessibility Simple interface 

System walks user through the development of the job content 

Online help screen 

Customer Service access 

Online Change Log 

Technology IE 8; no IT iniatives 

Price Less than x 

Timing Ready to go in 3 months time 



Job Descriptions Tools by Category 
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 Job Description Libraries 

 Job Content Management 

 Integrated Talent/Performance Management 

Including Job Descriptions 



  

Sample Library JD Approach 
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BLR’s Job Description tool is a good example of the library approach to building 

job descriptions on line.  Try out the tool for free… 

http://jdm.blr.com 

6/18/2012 



BLR – Job Description Manager 
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Easy job 

selection; 

note the 

connection 

with O*Net 



BLR – Associated Pricings 
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Provides access to 

location specific 

pricing. 



BLR – Options to edit the job description 
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BLR – Configure your template 
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www.culpepper.com/surveys/compensa

tion/jobs/descriptions/default.asp 

6/18/2012 

Uses the proprietary 

survey job descriptions 

and levels to build out the 

job content. 



Culpepper (Continued) 
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WorldatWork.org (via CareerOneStop) 
http://www.careerinfonet.org/JobWriter/jobwrite_info.aspx?ONET 
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Steps you through 

and provides content 

– okay to adlib… 

 



WorldatWork Job Description 
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Designed to connect with 

O*Net.com; Job 

Description can be emailed 

to a recruiting site 
 



   

Sample Job Content Management JD System 
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eConsultingNetwork designed JobBlox to help clients build and maintain job content.  

We are compensation consultants; we need job documentation to our jobs well. 

http://JobBlox.eConsultingNetwork.com 

6/18/2012 



JobBlox’ Job Description 
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One of the end results 

of collecting job content 

is the Job Description. 



JobBlox Features 
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 Secure Login 

 Role Based 

 Wizard – Steps through process 

 Custom prefilled data fields – allows point and click 
selections 

 Key component – Leveling 

 Primary Match with Custom Level Charts 

 Job Evaluation or Point System 

 Custom Job Description Template 

 Searchable database 

 Reports available field by field 

 



Wizard Collection Tool 
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Wizard is preloaded with HRIS 

and HR approved content 



Building Job Content – Primary Match 
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Assigning Level Charts 
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Build job content - Leveling 

6/18/2012 



Data Out 
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Reports on data fields; 

allowing data analysis in 

unique formats 



   

Sample Integrate JD Tools 
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DBSquared offers integrated job descriptions.  (Compensation, Job Descriptions, 

and consulting) 

http://www.dbsquared.com/prodservices/job-

descriptions-software.htm 

6/18/2012 



DBSquared – Web-based tool 
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Notice: offers a 

library, and 

provides a low cost. 



Hallogen is a good example of an integrated tool.  Users can use the job 

description as part of the performance evaluation process. 

http://www.halogensoftware.com/products/job-

description-builder/ 

6/18/2012 



Job Descriptions Linked to Performance 
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 Halogen Job Description Builder™ lets you easily 
create and manage job descriptions, and link them to 
your performance and talent management processes. 

 Quickly and easily automate the process of updating 
job descriptions using a configurable workflow that 
matches your organization's needs. 

 Ensure your organization's descriptions capture essential 
details and are consistent. 

 Link key parts of the job description to performance 
appraisals and job requisitions to create unmatched 
accountability. 

 



Features 
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 Role bases – HR / Mangers / Employees 

 Workflow – schedule requests for updates 

 Integrated with performance management and the 
talent management suite 

 History 

 Pricing starts at 100 employees and up 

 Reporting 

 Employee sign offs 

 Competencies (Library) and Requirements 

 Configurable job description templates 

 



Job Description Template 
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Online Reporting 
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Sign up for a free online trial 
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Sum Total is another example of an integrated system.   

http://www.sumtotalsystems.com/products/index.html 

6/18/2012 



SumTotal - Core Platform Services 
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 Talent Profiles: Includes core employee records in addition to task summaries, performance history, career 
preferences, awards, certifications, professional experience, payroll history, absence history, equipment and 
security details, and many other employee specific details in a single, secure location within an easy to use 
navigation structure.  

 Employee Records: Centralizes key personal information about employees, including name, address, contact 
information, military service, Equal Employment Opportunity (EEO) information, and other employee details. 
When used in conjunction with SumTotal HR Management (an enterprise-class HRMS), historical information 
about employees is captured and preserved for auditing, compliance, and reporting purposes. 

 Competencies: Consists of a library of pre-defined competencies that are leveraged across the entire 
SumTotal platform, along with a configurable management framework and set of tools designed for 
managing competencies, including competency categories, supporting definitions, behaviors, on-the-job 
activities, and development opportunities. SumTotal also enables its customers to easily import their existing 
competencies into the platform. 

 Job Profiles: Provides a standard mechanism for defining positions by articulating required skills, 
competencies, certifications, experience, and other user-defined criteria. Managers and administrators only 
have to define a Job Profile once. The same profile is then leveraged by several products within the 
SumTotal platform, including Recruiting & Hiring and Succession Planning. 

 Reports: Consists of hundreds of pre-defined, out-of-box reports that provide metrics and analysis of the 
data contained within the SumTotal talent platform. Every product – for instance, Performance Management 
or Succession Planning – provides a standard set of reports that are easily accessible to end users. 
Reporting is built around SumTotal’s robust security model to ensure that access is provided only to 
individuals with the proper credentials. 

 



Other tools…. 
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 davanti-hr-solutions.com 

 Hrtms.com 

 Lawson.com 

 

http://www.davanti-hr-solutions.com/tag/job-description-software/
http://www.davanti-hr-solutions.com/tag/job-description-software/
http://www.davanti-hr-solutions.com/tag/job-description-software/
http://www.davanti-hr-solutions.com/tag/job-description-software/
http://www.davanti-hr-solutions.com/tag/job-description-software/


Job Description Tools - Pros and Cons 
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 What did you like about the tools that you saw? 

Why? 

 What problems do you think the tools solve? 

 How? 

 Would a tool like any of these help you in your 

current job? 



Participant Analysis 
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 If you were going to implement a tool to help you 

do your job documentation …  

What problems would you like to solve for your 

organization? 

What enhancements would you like to offer your 

organization? 

What requirements would you need? And why? 

 


