Positions on Job Profiler

In order to advertise a position, that position must exist in the Job Profiler module.

Verify the position's details

As mentioned, the first step before building a position’s advertisement is to verify the position’s
details in the Job Profiler module.

Check the job's profile

Open the Job Profiler module from the main menu.

Signify ezource Management

BOFTWARE

Evert Management

Reporting System Administration Log Out

Welcome to the Administration Portal

Here are some guidelines on the menu items:

Please note that the menu items are shown based on your 8ceess rights.

= Togo back io the main portal click on the “Home® menn ferm.
»  Toadminisher @ specific moduie, CNck on b "Modules” meny fem abave and fotfow bhé refevant Sub-meny stroclunes.
» Toachivate @ specific Subgroup, of o create and manage Subgroaps, ciick on the “Compan” meny fem.
= [ffyouwant fr access the aystem reports, or want to manage the reporting sfructues, click on the “Reporting” meny e,
«  Click on the “System Adminisiration” meny fem bo perform obher administration fasks such as:

o Manage certain ookup Hbraries

e Maraging Users

o Manage the spstem configuralion

o Access the emall nobiffcation runher

Locate the applicable Job Profile

e Locate the applicable job profile by searching for it on the list of job profiles.
e When found, in the Action field, click Click here to... and select Edit from the available
options.
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Confirm where the position is
located on the Organisation
Structure

From the side menu for the applicable profile, locate and click Positions to view a list of positions
created in this profile

Gonfirm where the pesitien is located on the Organisation Structure

Job Profile positions list

On the list of positions in this profile, every position is qualified with the following information:

e Where on the organisation structure the position is located.

e A hyperlink “Link position to Org” will be displayed next to positions that have not yet
been linked to the Org.

e Who the current incumbent is or it will display if the position is vacant.

e To view the location of the position, click "More Info" and a portion of the Org Structure
will be displayed.


https://signature.signifyhr.co.za/uploads/images/gallery/2021-03/qKSnsKWWIVupd12o-image-1616941326109.png
http://signify.screenstepslive.com/s/10619/m/52431/l/485313-recruitment-positions-on-job-profiler/show_image?image_id=8126717

m Job Profile Positions List

[Locked - Marili Kruidenier]

Job Tithe:  Azsistant HR: Officer - Systems
Job Code:  KHK204

Versiom: Version 1

Search Criteria

Position Paosition
Cods Title Status v | Compiler

news Position b ornntable
Action Code Where is this Employee curremly oo e version  Owner
position? in Position
HR Cficer
Administration BATeam[More Infol o bievacant Dratt 1
Assistant

Delete Records

Revision #1
Created 28 March 2021 14:21:43 by Lizette Lotter
Updated 28 March 2021 14:22:29 by Lizette Lotter

’()

Priint
Template

(8

Delete


https://signature.signifyhr.co.za/uploads/images/gallery/2021-03/JQTKrlBEd7nY4qiS-image-1616941337692.png

