Non-Person (Job) Profile User Guide 08/06/22

How to find and print a Job Profile

Note: PeopleSoft will time
out in 20 minutes, if
inactive.

After identifying the job code/title on the Job Profile page, log into
Employee Self Service in PeopleSoft. Select My Development.
RACLE ¥ Employee Self Service

News & Articles

Published NewsiArticles: 2
Agency Time will expire on August 31st
Agency Time is leave granted by the Executive Director for Agency Holidays. Any unused time will expire on August 31, 2022
Source Pennington, Jennifer Modified 07/22/2022 3:06PM
Fiscal Year End - Timesheet Approvals
Timeshasts must be completed and approved through Wednesday, August 31 by 5:30 PM CST on Tussday, August 30th. This will ensure that annual
leave hours in excess of the maximum allowable will accurately carry-over to sick leave balances on September 1st.

Source Pennington, Jennifer Modified 077222022 3:08PM
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Select View Job Profiles.
Select Advanced Search.

< Employee Self Service My Development
7 My Current Profile Help
View Job Profiles
i1 My Job Profiles Select a Profile

— To view a Profile, enter your search criteria and select the "Search” push button.
7 View Job Profiles

— Basic Search Criteria
77 Search and Compare Profiles
Type TxDOT Job Profile

Profile Name


https://tntoday.dot.state.tx.us/HRD/re/Pages/JobProfiles.aspx

The Advanced Search offers users two options to locate a Job Profile. By Job Profile Name, Group Type,
Code. Partial information can also be entered. For example, the beginning of the Job Code.
Select Search. All searches take you to this next screen. Select the Job Profile Title.

View Job Profiles
Select a Profile

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

Adwvanced Search Criteria
Type TxDOT Job Profile
Profile Name
Group Types
Group Type Q

Group ID

Profile Identities

Related to Job Code

SetID Q
Job Code |A Q
Search Clear Basic Search

[*" Your search has returned 178 resuits.

Profile Search Results

B Q
Profile Type Profile Name
T=xDOT Job Profile Summer Support Technician
T=DOT Job Profile Summer Graduate Support Tech
TxDOT Job Profile Administrative Assistant
TxDOT Job Profile Administrative Assistant 1l
T«xDOT Job Profile Administrative Assistant 111

The selected Job Profile appears.
Select Print.
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View TXxDOT Job Profile Profile

F My Job Profiles Summer Suppert Technician

Job Code

Job Code

Job Code

Job Code

Job Code
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This profile displays and
0 View Job Profiles business entity.
7 Search and Compare Profiles @ print © Comments [Select Action]
Profile Actions.
Minimum Qx
View Responsibilities detail by selecting the item name link.
~ Responsibilities
5 150f14 v b M
Responsibility Level Cutter
Answers the telephone, evaluates requests, answers questions, routes messages,
andlor serv
m Assists in maintaining confidential information and records
Assists in performing inventory of materials, supplies, and equipment
Assists in processing routine documents such as vouchers, personnel records, titles
orreg
Assists with general warehousing duties such as stocking and issuing materials and
supplie
View Physical Requirements detail by selecting the item name link
~ Physical Requirements
=] 1506 v b Bl
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Help | Personalize Page



The Job Profile will default to the current date, ensuring the most recent version of the job profile.

Select OK.
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View TxDOT Job Profile Profile

i1 My Job Profiles Summer Support Technician

This profile displays and ibilities of a certain job code, position, job family, salary grade, o other defined
5 View Job Profiles business enity.
i Search and Compare Profiles & print @ Comments [Select Action] vl @

Profile Actions

| | Minimum a
View Responsibilties detail by selecting the item name link.

~ Responsibilities
5

Responsibility

Answers the telephone, evaluates raquests, answers questions, routes:

andlor sery Enter Profile Effective Date: |08/06/2022 [ff]
Assists in maintaining confidential information and records.
OK. Cancel
Assists in performing inventory of materials, supplies, and equipment
Assists in processing routine documents such as vouchers, personnel
orreg =
>
Assists with general warehousing duties such as stocking and issuing me it T
supplie
View Physical Requirements detail by selecting the item name link
~ Physical Requirements
5 150f6 v, b B | Viewal

Content Item ID

Sedentary work: Lift up to 10 Ibs at a time and occasionally carry files/small tools

Light work: Lift up to 20 Ibs at a time and frequently fit or carry objects up to 10 lbs

A new window will pop up, returning your search results in a PDF document. You may save it or print it. If the
print queue returns an error, press F5 on your keyboard repeatedly to refresh the screen.

= /fopt/apps/hcm857/hcmefg/appserv/pres/HRPDUNX1/log_output/SQR_XHRRO32_1720284/xhrr032_1720284.PDF - 2%+ | B

A001 - Summer Support Technician Print Date: 06-AUG-2022
Profile ID: A001 Profile Status: A As of Date: 06-AUG-2022
State Admin Assnt | (0150) FLSA: Nonexempt Salary Grade: A09

Available for use by all business units

Job Description
Performs entry-level administrative support work. Work involves performing a wide range of administrative and office support work

for the department. Employees at this level perform assignments following specific instructions and are subject to frequent review
by the immediate supervisor.

Minimum Requirements

Education

- High School / Entry Summer in recommended high school plan

Work Experience

- NONE None Required
(Experience can be satisfied by fulltime or prorated parttime equivalent)

License and Certification

- 000: None

Substitution

-No Substitution

Supervisory Experience

-No supervisory experience required

Other Conditions

- Must be at least 17 years of age, a student in HS or other educational institution or accepted into a college, university or
educational institution. Employees at least 18 years of age with valid drivers license may be assigned driving duties and may use
power tools.
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After viewing or printing the job profile, close the window. You can search for another job profile by clicking
on Return to Previous Page.




