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Process for a job profile change

Step

Update

1: Initiate the Job Change on the Worker profile.

the job profile.

e Type worker’s name in the search box and go to the Worker profile.
e Select the Actions button — Job Change — select Change Job.
e For the reason, select Data Changes — Job Profile Standardization.
e Select Start. Under Job Profile, update the job profile to a standardized job profile from
the job catalog.
e Go to Summary and select Submit.
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When do you want this change to take effect? *

03/04/2024 [ |7

Why are you making this change? *

% Job Frofile Standardization
Search
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(O HR Only Data Updates

Q) Job Profile Standardization
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Where will this person be located after this change? *

» Oklahoma City - 3115 N
Lincoln Boulevard

Do you want to use the next pay period?
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Change Job  BeeTesting
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When do you want this change to take effect? * 7
®03/10/2024 agded

Why are you making this change? *
® Job Profile Standardization acdeq

Who will be the manager after this change?
Heidi McComb

Which team will this person be on after this change?
HCM (Heidi McComb)

Where will this person be located after this change? *
© Okianoma City - 3115 N Lincoln Boulevard

Do you want to use the next pay period?
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s 0900124300003 Administrative Officer
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® C31C-EH - Human Resources Mgmi Spec lll (EH) added
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Step 2: Initiate an Edit Position Restrictions action.

To edit position restrictions, go to the position of the incumbent to start the EPR process.

o From the Worker profile, you will see the Position in the summary under Job Details; OR
you may search for the position in your search bar

e Select the Actions button next to the position, select: — Position — select Edit Position
Restrictions.

o For the Position Change Reason, select Edit Position Restriction>Reallocation.
Change the Job Profile to a standardized job profile in the job catalog and select Submit.

@ Location Manager i
Y Okishema City - 3115 N Lincoln Boulevard -] Heidi McCamb Job Details
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Edit Position Restrictions

Position 0900124300003 Human Resources Mgmt Spec |l - Bes Testing
Organization HCM (Heidi McComb)
Position Change Reason w Edit Position Restrictions = =

Reallocation

Search

€ Edit Position Restrictions
Position Details

Edit Position Restrictions = Change in

Time Type

Last Updated 03/10/| ¢ Edit Position Restrictions = Change in
=" Worker Sub-Type

Job Posting Title * | HRB{ —~, Edit Position Restrictions » Level
Change

Available For Hire ,:‘:, Edit Position Restrictions = Location
Change

o Edit Position Restrictions =

Hiring Freeze Reallocation

Hiring Restrictions Qualifieations History

Note Hiring restrictions are only applicable when a position is open. Changes to this section

Availability Date * 01/01/1900

Earliest Hire Date *11/83/2822 E

Hiring Restrictions Qualifications History

Note Hiring restrictions are only applicable when a position is open. Changes to this section are applied to future hires or transfers into this peosition.
Availability Date * 01/01/1900
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Basic Purpose

Positions in this job family are assigned respansibilities involving the management of human re-
sources, the completion of various human resources management activities and personnel actions,
and the application of laws, rules and standards related to personnel and payroll administration and
human resources management. Some positions are assigned responsibilities in a specialized area
of human resources management, such as compensation, classification, recruiting, grievance man-
agement, personnel selection, employee benefits, or employee transactions. Other positions may be
assigned responsibilities in several or all of these areas, depending on the size and organization of
the unit or agency to which assigned.

Typical Fun

Performs human rescurces management, personnel, or payrell administration activities involving re-

P forthe and of rules, laws and palicies

‘Completes clazsification studies, job audits and other sctivities to identify duties and respansibilities

szsignedto develops joh job charts znd other

materials to describe positions and duties performed by employees; determines appropriste classifi-

cations for individual positions.

= Conducts wage and salary surveys by collecting and evaluating salary data: prepares recommenda-
tiona or requests for salary changes: determines sslary changes suthorized for specific sctions, such

23 sppointments, promotions, transfers, demations and reinstatements.

the and ing of agency payrolls; administers the provisions of the Fair
Labor Standards Act: administers leave. worker's compensation. insurance. retirement and ather em-
ployee benefits programe, or special programe such as dayeare and charitable contributions.
Collects and anzlyzes dats on personnel selection procedures and methads, hased on estzblished

paychemetric techniques; prepares charts, graphs and other statistical information on examination re-
sults, develops tests and other selection devises.

Performs centralized or agency recruiting activities; prepares recruiting announcements or cther infor-

mation inh vacancies interviews annlicants and svalustes forma nrovides ich B

Oklahoma City - 3115 N
Lincoln Boulevard
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