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Viewing and Printing a Position Description

This tutorial outlines the basic steps to View and Print a Position Description.

NOTE: The actions in this guide are only to view and print a position description for a vacant/filled Faculty or
Staff position (not to include OPS). An electronic Personnel Action Form Plus (ePAF+) must also be completed
and approved prior to seeing any updates reflected on the Position Description.

Key Information:
Position Number

Step Action

1. Go to https://my.fsu.edu and sign into OMNI HR with your FSUID and
password. Select Department Administration from the drop down menu,
then click the Employees and Positions tile.

v Department Administration

Attendance & Leave Employees & Positions « FACET
@ J '
Faculty Contracts Faculty Promotion & Tenure Recruiting
o > ()
[ VAT aza =
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Payroll Query & Reports FSU On-Boarding
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Step Action

2. Ensure you are on the Maintain Job Profiles screen.

Employees and Positions

B] Enter ePAF+ Transactions
Maintain Job Profiles h
] View/Rework ePAF+ Select a Profile

To view a Profile, enter your search criteria and select the "Search” push button

i~ | Approve ePAF+
— Advanced Search Criteria
i | Job Data
Type Fosition Profile
"] Department Budget Table Profile Name
Group Types

o Gi Q
1| Position Summary roup:Type

Group ID
i1 Position History
3 FSU Mass Appointments v m Profile Identities

& Team Talent Profile Related to Position Data

Position Q

+  Add a Profile
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Step Action

3. Enter the position number into the Position field and click search.

4. Click on the highlighted Profile Name from results.

Employees and Positions

i Enter ePAF+ Transactions

Maintain Job Profiles

T View/Rework ePAF+ Select a Profile
. To view a Profile, enter your search critenia and select the "Search™ push button
i Approve ePAF+
— Advanced Search Criteria
i1 Job Data
Type Position Profile

I Department Budget Table Profile Name
" Maintain Job Profiles Group Types
I Position Summary Group Type

Group ID
I Position History
1 FSU Mass Appointments v m Profile Identities

& Tear Talent Profile Relatedto  Position Data
- {

Clear Basic Search
Select from the profiles listed below
Profile Search Results
8 Q
Profile Type Profile Name»

Position Profile Administrative Assistant h
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Action

5. Click on the Summary Tab to view the position’s focus statement, internal
requirements, and any pay additive eligibilities.

Non-Person Profile

D L ative A
Status  Active
04/1972021 & Primt. ® Comments
vi sponsibilities Compelencies

Employees and Positions

Qualifications

Add new profile tems in the grid below. Edit profile items by clicking on the item name:

|~ Position Focus Statement
rr';-

u Statement

Position Focus Statement

1072372018

Effective Date Description

General resp I include ad support for Executive Vice President's office
and Foundation, the processing of p-card expense reports, depanmental disbursements,
record keeping, supply order and supply inventory for all of Foundation, greeting visitors, and
handling incoming calls. The Adr / Rec will work 40 hours per
week (Monday — Friday from 8.00 am. - 5:00 p.m ). This individual will be expected to
uphoid and exemplidy the operating practices and mission of the Foundation

Add new profile items in the grid below. Edit profile items by clicking on the item name.

~ Internal Requirements
&

Internal Compliance Req

Confidential Infermation

1~ View All

Effective Date

077292016

Add new profile items in the grid below. Edit profile items by clicking on the item name

~ Pay Additive Eligibility

There are currently no Pay Additive Eligibiity for this profle. Please add one if required.
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Step Action

6. Click on the Responsibilities Tab to view the position’s responsibilities. Make
sure to click the View All Button if the position has more than 5
responsibilities to view them all at once.

Employees and Positions #& Q "B
Non-Person Profile
Description  Administrative Assistant
Status  Active

041572021 S Primt = Comments

Summary Responsibilites Competencies Qualifications
View responsiblities information below. Click the link to view fem details.
~ | Responsibilities

i) i3 View All
n Responsibility Effective Date  Effective Status 'ﬂnﬂ'"'. on Essential Function Description

Front Lobby Management

Manages the front lobby area and maintaning an orderly environment. Handles. a muti-line

incoming phone system, transferming calis as appropriate. Receves and directs visitors, Fallows
fion Responsddity 10232018 Active 50 estabiished procedures in recening and distributing checks. Foliows procedures in
recaiving cash deposits. Ensures adherence 1o vistorvendor san.in practices and security
features, Assists with meetngs and events as needed. Protects confidential information. Perform
other related duties as requred and assigned
Administrative Suppon
Provide administrative support to the Executive Vice Pre: office, prepares 3P0
deparimental disbursement requests, reconciles purchasang card expenditures, monitors.
expenses and may assst with monthly budget reconciliation.

telity 10232018 Active 40

Shipping/ Receiving Supplies

Prepares oulgoing FedEx and UPS parcels for pick-up and receives / routes said deliveries and

maintains dady log docurmenting said delivery and pick-up nformation. Provides administrative
on Responadility 10232018 Active 10 suppart, which may include preparation of comespondence, making copees and sending faxes, to

all Foundation departments as needed Orders office supples and monitors. inventary control

preparing saxd disbursement requests. Prepares mail using unnersity postal service guidelnes.

faciitates daidy malings (o on-campus personnel

Step Action

7. Click on the Competencies Tab to view the position’s competencies. Make
sure to click the View All Button if the position has more than 5 competencies
to view them all at once.

Employees and Positions 3

,(:l

Non-Person Profile

Description  Administrative Assistant
Status  Active

oarez0z1 S Pint  Comments

h

Summary Responsibdities Competencies

Qualifications

View Competency information bedow. Click the link to view item details ‘
~ Competencies
5 15alBw B W [Voew Al
n Competency Effective Date Effective Status  Proficiency Lvi Description
Effective Communication CB242007 Active 1-Basic Ability to commuracate effectively verbally and in wiiting

CR242007 Active 1.Basic Anility to establish and maintain eflective working relationships.
Basi OB242007 Active 1-Basic Ablity 1o perfoem basic mathematical calculations
OR2472007 Active 1.Basic Knowledge of and ability 1o interpeet and apply related federal state. and local laws,

ordinances. rues and regulations.

Uiniversity Folio ¥ Knewdedge of and the atility 1o interpeet and apply related University policies
Liniversity Policy 02232017 Active 1-Basic procecures, principles, and peactces
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Step Action

Click on the Qualifications Tab to view the position’s education/experience,
required degrees, licensures/certifications, tests or examinations (i.e.,
required background check), memberships, and any required language skills.

Employees and Positions

Non-Person Profile

Description  Administrative Assistact

Status  Acsve

osnp2on B Pen

Agd new profie tems

= EducationExperience fmm—

Education/Experisnce

Ervier Segres niormation eow

~ Degrees ‘_ -

Erter licertes and cartifications information below.

n the grid beicw. Edt profile tems by clicking os

rrrrrr

= Licenses and Certifications ‘—

Erver test | samination informaton below

~ Tests or Examinations i

TestExamination

Erner

cean s
= Memberships s

Erte lamguages =lormatan seow

= Language Skills

Experience

Subnatitutabie ross

Step Action

Click on the Print button to generate a savable/printable pdf version of the
entire position description.

Employees and Positions

Non-Person Profile

Description  Administrative Assistant

Status  Active

o4ngzoz1 @ Prnt

Comments
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Step Action
10. Click on the Printer in the upper right hand corner to print the pdf document.

Position Description
Office of Human Fiesources.
Prind Cuse: Anegun
Efectve Sumes.  Acte Position Mgt Efectve Date: 05022010
Position Status:  Approved Profis Last Update Dase: 10232018
Position Data
Approved Working Tk, Adewab st Assaland

Jok Clasafication THia:  Amrmirats Asaatart

Founuice,
rpanas 1Moot departmental Satariemarts. fecon keeping, spCl S and appy Frveniory tox ol o Foundation, (g
» £ e o bt (Mot - F 1ty Bom

o
00 wm 500 |, This it

Congratulations!
You have completed this topic.

Questions on this procedure? Contact your assigned Compensation Analyst.
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