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1. The Challenge

Companies today are continually facing the challenge of finding the right people to meet the demands of doing
business. To find the right people companies need to recruit effectively and to do this will need a Job Profile to
match the potential candidates against. The Job Profile will define the role or function that the incumbent will be
performing for the Company, thus Job Description. The Job Description is a means to align the activities or
tasks an individual is required to do on a daily basis, together with all the required skills, training and personal
attributes. Only then is a company able to measure a candidate fairly and accurately as the Job Description
drives performance management as defined by key performance areas, tasks, weightings, etc. This will then
have a direct impact on how a company evaluates the Job, its grade, and hence determine the Job’s worth to
the company in monetary value.

The Buildsmart HR Advanced Job description Module is tailored to address most of these challenges but
more importantly, it provides the user with specific standards and processes that will enable the company to
better manage its Job Descriptions. The Buildsmart Human Resource Management Solution is built to
deliver productivity-building tools, to remove pressure and reduce the potential for error.

2. How Buildsmart HR Advanced is able to deliver Value

The Buildsmart HR Solution has been built on the philosophy of delivering maximum performance for your
Human Resource function. This has been achieved by:

Addressing the processes and challenges found in the Human Resource functions;

Assist in enabling companies to adopt best practices;

Earn a rapid return on investment by using the Buildsmart HR Advanced Solution;

Integrating administrative and operational needs enabling companies to handle them efficiently and cost-

effectively;

¢ Delivering a “Modular” solution giving the company the flexibility to select the building blocks to match
business needs as it grows;

e The ability to implement the software rapidly;

o Delivering rich functionality simply; and

¢ Ultimately offering a highly productive tool for the business, HR department and its users.

3. What is the Buildsmart HR Advanced Job Description Module?

The Buildsmart HR Advanced Job Description Module addresses the needs and requirements of designing
and managing Job Profiles, enabling the administrative, transactional and strategic functions associated with
this activity. These Job Descriptions can then be applied to a Position by means of a Job Title allowing the
company to keep control and ensure consistency within the organisation. Companies are able to recognise
trends, improve visibility and generate meaningful decision making reports from the Job Description Module.

The Job Description Module enables the following functions to be managed:

Basic Information about the Job;

Personal Criteria that is required by an individual to fulfil the Job;

Qualifications that are required for the Job to be ‘done’ successfully;

Financial / remuneration for the Job;

Development Plans / Requirements for each Job;

Experience and Skills required to ensure the successful completion of activities a person will carry out
on a daily basis for the Job;

Equipment required to complete the Job on a daily basis; and

o Defining Performance Criteria for the Job so that the employee can be measured against it.
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The system also includes a “Task Knowledge Base” function. This allows for the build up of a ‘master
database of Performance Criteria, KPA’s, Tasks, etc that can be used for specific or all Job Descriptions.
This means that one can access previously defined criteria from one Job Description and re-use it on another
Job Description. This alleviates duplication of effort and enables companies to maintain standards and naming
conventions across Job Descriptions.

4. Implementation Considerations

The Job Description Module can be implemented as a standalone or integrated module within the Buildsmart
HR Advanced system. Within Buildsmart HR Advanced, the Job Description Module and the Position
Management Module form the foundation of the Buildsmart HR Advanced suite.

The Module however fully integrates with the Buildsmart HR Advanced database. This means that relevant
data already in Buildsmart HR Advanced is automatically available for use in the Job Description Module. In
addition, all the security controls in this module are established and managed through the Buildsmart HR
Advanced System Administrator function ensuring controlled access to information by all users.

The Job Description and Position Management Modules are ‘core’, and as such are mandatory to any other
Buildsmart HR Advanced Modules available from time to time.

5. Integration Considerations

The Job Description Module offers integration with certain functions available in the Position Management
Module in the following ways:

Position Management Module:

¢ In this module users define the Job Profile and associated Job Title. These same Job Titles defined are
then able to be linked to a Position in the Position Management Module.

Training Management Module:

e In this module users define a development plan, highlighting training courses that are required to be
completed. In this way one is able to quickly view development needs and expected skills and experience
required for identified Jobs.

6. Key Functions of the Job Description Module

By using the Key Processes in the Buildsmart HR Advanced Job Description Module companies are
empowered to deliver key services and functions regarding the day to day management of Job Descriptions.
Some of the capabilities are:

General Job Description Module Functions:

Covers all aspects for defining a Job Description from very basic to advanced information;

Security is available to prevent unauthorised access and changes to Job Descriptions;

Users can define system defaults and parameters;

All screens are easy to read and understand;

User and Help guides are available online;

Importing and exporting of Job Description data (i.e. Grades, Skills, Experience, Qualifications,
Performance criteria etc);

Pre-defined and maintainable Pick Lists available for use in the Job Description Module; and

e A List of standard reports to enable both management and HR with information required to make
decisions.
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Highlighted Job Description Module Functions:

Define and maintain the most basic information for a job, from its grade, to its purpose and discipline it
operates in and link it to a Position;

Define and maintain the personal requirements specific to the Job. This includes demographic & equity
requirements to physical, behavioural and personality attributes;

Define and maintain the qualifications, minimum and mandatory;

Define and maintain the financial remuneration package associated with each Job Description;

Define and maintain the development plan for a Job including timelines;

Define and maintain the experience and skills required for the Job to be done;

Define and maintain the equipment required to carry out the Job;

Define and maintain the performance criteria for a job, allowing the employee to be measured against;
Define and maintain the Task Knowledge Base of performance criteria used for any and all jobs; and
Identify business needs, gaps, and costs by using standard reports.

Highlighted Key Processes:

Task Knowledge Base:

The purpose of this function is to enable users to create and maintain a ‘master database of Key
Performance Areas (KPA), and related Tasks required to meet these key performance areas, the skills
required for each task and the training required enabling a user to complete a task successfully. Some
options available are:

Define and maintain KPA's, their importance level and weighting factor, and the percentage of time to be
spent on each KPA,;

For each KPA, allocate tasks that are to be completed, the importance level, weighting factor and
percentage of time to be spent on the task;

Define Performance criteria and measurements for each task;

For each Task, allocate the skills and experience required, their minimum experience and proficiency
levels; and

Finally for each skill define the training required to ‘attain’ the skill or indeed define the development plan
to be used in the event of the job incumbent not having the required skills.

Buildsmart HR Management (Advanced) - Job Page 5 of 19 Monday, 19 November 2012
Description Overview



build
smart

7. Screen Examples of the Job Description Module

your total hr solution...

Diagram 1.1 — Creating and Maintaining a Job: Basic Information

JOB DESCRIPTION MAINTENANCE

[ Position Management

Basic Job Information | personal Job Criteria || Qualifications Criteria || Financial Information || Develop...

|+

[ Job Description

= System Administration L= AT
= Job Description Maintenance Jok Mumber | b |
= Tazk Knowledoe Base Job Tils | - |
= Reports
[ Training Management l Jak Category
Job Grade
[ Recruitment Management ]
Performance Management MaintainlEasicllabiletails
Job Mumk w
Career & Succession o e | |
Jab Tile | v
Pick List Maintena
ick List Maintenance Job Category | = |
System Rules & Hilities Grade Method | v |
Permissions Joh Gracde | hd |
Reports Alernste Job Grade | b |
Comparative Job Grade | A |
[ View Comparison Table
Linked Position Details
Poszition this Job is Currently Linked to |
Effective Link Date [ ] [rwvy ][ catendar
Diagram 1.2 — Creating and Maintaining a Job: Job Profile and Date details
Maintain Job Related Details
Joh Purpose
Job Importance | ¥ |
Job Discipline: flajor Sub fufinor
| /| /| S|
Job Evalustion Mumber | b |
Job Evaluation Paints | 0l-| 0
Job Security Level | w |
Performance Contract Code | 5 |
Maintain Other Job Details
Diate First Defined |dd ” morith b ”WW |[ Calendar ]
Job Commencement Date |dd ” manth b ”ywy |[ Calendar ]
Job Last Evalusted Date de || morth w|lyyyy  |[ calendar ]
Joh Last Evaluated Reason | W |
Job Last Updated Date de || morth v|lyyyy  |[_calendar ]
Job Last Updated Reason | ¥ |
Job Inactive Date |dd ”month b ”WW |[ Calendar ]
Job Inactive Reason | hd |
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Diagram 1.3 — Linking: Linking a Development Plan to a Job

[

Position Management

Job Description

JOB DESCRIPTION MAINTENANCE

Development Plan | Experience and Skills | Key Performance Areas | Equipment | User Guide |

= System Administration

= Job Description Maintenance
= Tazk Knowledge Baze

= Reports

Training Management

Recruitment Management

Performance Management
Career & Succession

Pick List Maintenance
System Rules & WHilities
Permissions

Reports

Job Selection
Job Mumber
Job Title

Job Category
Joh Grade

Maintain Development Plan Details

Development Plan Category

Development Plan Code J/ Description |

Time Period to be Completed in:
Estimated Time to Complete:
Estimated Cost to Complete:

| ]
| v
| v
vl
Time Indlicator| “| o
Time Indlicator| “| o
Time Inclicatar| v 0.00|
Remowve Update

Diagram 1.4 — Task Knowledge Base

Position Management

Job Description

TASK KNOWLEDGE BASE

Basic Task Infornation | other Task Infomation |

= System Adminiztration

= Jok Description Maintenance
= Task Knowledge Base

= Reports

Training Management

Recruitment Management

Performance Management
Career & Succession

Pick List Maintenance
System Rules & LRilities
Permissions

Reports

Task Selection

Tazk CodeDeszcription

| v
Maintain Basic Task Details
Task Code f Description
| v
Tazk Importance Lewvel Task Weighting Factar Tazk Complexity Lewvel
| vl | v |
Skill Code [ Description Skill Experience
Time Indicator
Skill Proficiency Level
Remowve Update

Skill Code |/ Description

Skill Proficiency Level

Skill Experience

Courge Code [ Name

Training Proficiency Lewvel

Training Experience

Time Indicator
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8. Job Description Reports

The Buildsmart HR Advanced Job Description Module has a set of predefined reports. These standard
reports are enabled by the user who can define the extraction criteria to be used offering further flexibility.
There are a number of categories these reports fall into for easy reference. The categories and reports are as
follows:

Job Profiles:

e Job Profile Report;

e Job Comparison Report;

e Training Needs Report;

e Job Key Performance Area Report.

Task Knowledge Base:
o Detailed Task Knowledge Base report;
Attachments:

o Attachment Report listing documents that are ‘attached’ to a Job Description.

9. Benefits of the Job Description Module

Users of the Buildsmart HR Advanced Job Description Module successfully enable Job Description activities,
offering users the ability to determine standards and transparency. It allows users to easily manage the entire
Job Description process from administration to transactional to planning and finally, reporting.

The Job Description Module offers more business value by:

e Delivering more services at reduced costs;

e Providing a proven solution that is able to deliver value at lower cost of ownership and scalability as you
grow over time;

Optimising the Job Description defining process, reducing costs and supporting any further growth;
Accelerating the realisation of your software investment;

Achieve strategic goals rapidly such as shared data and processes;

Minimising Risk, such as enabling the visibility and control of Job Description evaluations;

Enhance the productivity of maintaining Job Descriptions;

Offering an easily achievable learning curve for the operational tasks and processes defined in the
module; and

o Offers simple navigation and routine task execution with ease.

In determining your company’s Job Descriptions, the Job Description Module enables you to avoid:

e No clear definition of Jobs and their requirements; and
e Trying to manage Job Descriptions at the “last minute” or in an informal way.

In determining your company’s Job Descriptions, the Job Description Module will enable users to:

o Define and maintain Job Descriptions for every Position in the company;
e The ability to use these Job Descriptions as the base for recruitment;
e The ability to influence training plans and requirements;
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e The opportunity to establish standards, consistency and transparency in Job Descriptions; and

¢ By maintaining a ‘master’ database of key performance areas (KPA), the tasks required to meet these
performance areas, the skills required for each task and the training required enabling a user to
complete a task, users are able to define these items once and re-use them for a multiple of jobs.
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Company
Logo
Here

PSIberHRM

Human Resource Management System

Job Description - Detailed Information

for: | ]
Job o - [ ] Job Description - [ ]
Job Grade : [ ] Job Title- [ ]
Current
Friecil| | Emviopee ame: | ]
Copyright belangs to PSIberWORKS [Py) Ltd — al rights reserved.
Dﬂe:- 22-0ct-08 Company MName Username : robn
B Job Description - Detailed Information
Job Mo [ ] Job Description [ ]
Job Grade : [ ] Job Title : [ J
Basic Job Information
Overall purpose of Job © [ |
| |
( ]
Job Category ( | dobGrace: ] Grade Mithad - [:] Altemate Job Grade - :] Comparative Job Grade : [:]
Job Evaluation Number - [ ] Job Evaluation Poins - [ ] Jub[}iscipline::]
Job Impartance © [ ] Job Security Level - [ ]
F'm‘umaneCuua:thde:[ ] Pacformance Contract [ ]
FEACEESD | ] posiion ame: ( ) Date Linked - S
i | ) oo )
SN Empioyes Name:: | Eectvs e :]
Y E— e e e i e
Reason Dinked : [ ]
Date Terminated - [ ]
RmTeminameu:[ ]
Copyright belongs to PSIbeAVORKS (Pty) Ltd — 3l ights reserved,
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Date:  22-Oct-08 Company Name Usemname robn
R S Job Description - Detailed Information
Job No: [ ] Job Description [ ]
s | ) wre: )
suedheanh:[ ] Mokile Phons :  Yes DNo"E] La:efsmine - :::::;w: BBE
] S— T e— - ot )
o — 8 S S— Q{—}F}
s Kt S— | ) ()
POl Information FOI: Yes DNED Race: [:nsahime. { }
Physical Atirbutes - I Behavioural Afiributes - ilpu['h'm i ] Importance
( )L )| |
[ JL_( )| |
( )L I ||
[ |G )| |
( )L I )| | | .
Date:  22-Oct08 Company Name Usemame : robn
Feaes tert Job Description - Detailed Information
Job No: [ ] Job Description : [
Job Grade: [ ] Job Title: [ | |
e [ et ] P i~ o v L -~
e — =545
sulcnde:TmmmDEﬂmﬂi [Dmpﬁm % D D
Training Code Description ] B E
sulcnde:Tﬁlmesaipﬁeﬂi L)mm_m %[,j D D E E
Training Code Description ]
MIM:TQ‘EMWN: E)Eefiplim L J][:] [j [j
e o | H
Dev Plan Code: Descrption: | B E
Dev Plan Code: De.amen[ B E
Copyright belongs to PSI2AWORKS (Pty) Ltd — 3l ights reserved.
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Date:  22-Oct-08 Company Name Usemame : robn
Feoes et Job Description - Detailed Information
Jote: [ | dcbDescription: | ]
Job Grade : [ ] Job Tite : [ ]
i [ e e e[ ) %Y‘BMB
Subjects Grade - Yes Mo
L [
[ Jow [ “g
Ty St wei e [ (%[
e e (o] e [ v (e s e | el
e
s ey
E— [ o [ e (%)
e [ Jva [J[ ) cuemmn () e [ Dm} Jome (=~
sop: [ e [ ve [
e e
:rnﬁassmdm mm[ ]Gﬁ‘h[ ]YEDND[:]
Ba: Jve (e 82 ) erees: () J(r]

Date:  22-Oct-08 Company Name Username : robn
Page: 1of1
Job Description - Detailed Information
JobNo: [ J Job Description - [ ]
Jobs Grade: [ ] Job Tite: [ ]
Skills & Experience
Skills -
e M o[ RO g ()

Skill

—T

g‘;‘;,,: S% [—]sm ; "“’C] B;ﬁ@@@@ﬁ [:]
[:sun
(]

Ea : S [:]“"“WD S ()0 Jpmemer )
=, A .m?m[jm ()00 Jem=r )

P R - I | [ sty () (e () Jpmemer ()

S [ (ot () e MDD[:J::;;:;; —
gme (g gweme [ pdsew| e [jmamum )
T Jmee Jeme( Jee((mee e OO0 R ()
Eppee( Jemwee [ Jgeeme [ Jpdew| | Dm@[}@&?:]
g e Jemmm (e e me OO0 e )
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Date:  22-Oct-08 Company MName Usamname : robn
Page: 1of1
Job Description - Detailed Information
Job No: [ ] Job Description : [ ]
Job Grade : [ ] Job Title : [ ]
Development Plan for the Job
Pran Category - Plan Code : Plan Description : ]
Plan Detail : courses to be attended
S )
S )
o [ e )
S s E )
Time period to be completed in: [ ] Estimated cost to complete « [
Estimated fime to completion - [ ]
Plan Detail : experience to be gained
Cwes [ ] e [ ]
T R )
S S L )
oo [ Jwem )
Time period to be completed in© [ ] Estimated cost to complete : [ ]
Estimated time to completion - ( |
Estimated cost to completion : [ ]
Date :  22-Oct-08 Company Name Usermname : robn
Page: 1of1
Job Description - Detailed Information
JuoNa: [ J Job Description: [ ]
Job Grade : [ ] Job Tite : [ ]
Equipment / Clothing Requirements
e S— L P — L .
e L T R G G
) S— P S G G
oy () ot P E— S
S S— R E— L S O
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Date :  22-0ict-08 Company Hame Username : robn
© 1ef1
Faee Job Description - Detailed Information
JobNo- [ ] Job Description - [ ]
Job Grade - [ ] Job Title : [ ]
Financial Information
Hourly Diay : Wieskly : Monthly : Annual

:

Minirmurm Basic :

Maximum Basic :

MWinimum Total Cost {TCC)

{
i

Maximum Total Cost (TCCE

Allowances -

i

L

— —y e e ey ey ——y — — —— —
SN | S| (S | SR | N | MU | N S| — S L S | S L
— —y — e e e e —— —— —
(S | S (S | S | W | N | W | (S L S L S |

) )
) )
) ]
J ]
) )
) )
) J
) )
) )
) )
J ]
) )
) )
) ]

(S — LY | N LU S U — — LA W | S— ) —

[
[
[
[
l
[
[
[
[
[
[
[
[
[

Corwriaht helonnoe tn PEIheANORKS (Phy | td — ol riohte reconyed

Date :  22-Dct-08 Company Hame Usemame : robn
Page: 1of1
Job Description - Detailed Information
JobNo: [ J Job Deseription : [ J
Job Grade : [ ] Job Tl : [ ]

Job Statistics

Buildsmart HR Management (Advanced) - Job Page 14 of 19 Monday, 19 November 2012
Description Overview



smart your total hr solution...

Date: 22-Oct08 Company Name Username : robn
Fage: ot Job Description - Detailed Information
Emgployes / Person creating this Job Infarmation : 4 h
[ J { L )
S : . N
Employee | Person approving this Job Information :
[ J { \
Date: 22-Oct-08 Company Name Usemame : robn
Foge: feft Job Description - Detailed Information
END OF DOCUMENT
PSIberHRM
Human Resource Management System
Job Description — Detailed Information
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PS[ber -

] S— )
Postal Addews —] Pyscsl Accrens
PSIberHRM

Human Resource Management System - —:j . l

ol — L

]

Job Application Form S— ]

for: B [ - JEsE=a - ) mtrn: ]
[ ] e - [ padi] o Ji—— ]
Prmicact]| o[ - [l - | sitne: J

| | Ewmon[ ) cowms: J

Cioenphetent By Fual Piaros [ J

— el S—— )

Contat b ! mﬂ":‘ = o of Chidran [ ]
| S s G o

Dt Fisll asses © [ _'|

et bt e [ Joaw: [ ]

Company Name S—

~d SR Job Application Form

Date:  ZiOctib Company Name e
el UG Job Application Form

E

ok Tt ”“:m"" Jeis T ”:m‘“‘
I [P SE—

Porgonal Detalls continusd. .. Empioymeant History

::‘:E = E : E

Empioyment Equity Information Employw 2 [: [ [ﬁ
P o e e | I S — N e—
el o W P | | S C—— == )

Fowrson for
o s e ) S— - 1

ffii

(o st roct Poan ot [ ] s [ ]
e | s ey
o Jrme o e — ) = ]

s [ J( )|
(

g
FTTHY
i

»
= —
g
&
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11.Sample Reports

Primted: 27072011 1:13:35 PM

Demo Group Company
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Usemame: admin

Job Description Module Fagz:2er 2
Employee Training & Development Gap Analysis Report
[Jub Number : 0000001 Job Title : Accountant ]
((Grade Grade Method Date Defined Commencement Date Last Evaluated )
Casteliion 1 Patterson 010272008 010172010 01/0172010
Position Specific Details
This Job has been linked to...
CPosilic-n Number & Description Link Effective Date Linked Employeas Link Effective Date Payroll ]
0000001 - Chief Executive Officer 0022010 AMDOE - Smit. BJ 12022010 Demo Payroll
Selected Employee Details
( Number Mame Employment Date Engagement Date )
AMDOE Barend Jakobus Smit 231072008 23M10/2008
CEmpIo]rment Status Status Date Current Payroll Position Effective Date )
Discharged 12/08/2010 Demo Payroll 0000001 - Chief Executive Officer D1/ 172010
( Potential Successor Date Identified )
No
Gap Analysis
[ Part of Development Recommended Action ]
Job Requirement Plan Content for Identified Need On Employee Record Gap
( skins ]
BW?S : Business Writing Skills Yes - Mo fes
TOTAL 1 - 1] 1
[Experienoes J
FPER : Business Process Engineering ! Reengineering Yes - Mo Yes
TOTAL 1 - 1] 1
( quatifications )
Grade 12 Yes - Mo Yes
B.Com. Management Accounting Yes - Mo fes
E::am?z:ferﬁﬁnate in Education (Accounting Yes N No Yes
TOTAL 3 - 1] 3
[: Development Plans j
Exec : Executive Development - intro level Yes - Mo s
TOTAL 1 - 1] 1
[:Training Courses Completed Planned ]
SmartBl - Advanced No - Wes ]
Buildsmart HR - Basic No - Yes Mo
Buildsmart HR - Advanced No - Yes Mo
Buildsmart Payroll - Advanced Mo - Yes Mo
Buildsmart Accounts - Basic No - Yes Mo
SmartBl - Basic No - No Yes
TOTAL o - ] 1
[:GHMDTOTAL B - - 3 [ j
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Frinted: 27072011 1:14:47 PM Demo Group Com pany

Usemame: admin
Job Description Module Page:2df T
Job Description Detail Report

(Job Number: 0000001 Job Title: Accountant )

Basic Job Details:

{Short Job Title Grade Method Job Grade Alternate Job Grade i itive Grade ]
Accountant Patterson Castelion 1 Castellion 2 Castellion 14

Job Related Details:

Job Discipline
Job Purpose Job Major Sub Minor Job Category on Number Security Level F Contract Code
Important Financial Accountng Audiing  Professional Job Evaluation Murrber 1 High Security Senior Management Contracts

Other Job Details:

{ Date first Defined Job C Date Date Last Last Reason Date Last Updated _ Last Updated Reason Job Inactive Date Inactive Reason D]
01022008 D1/D1/2010 0172010 Job Upgrade 010172010 Job Detaits Updated

Personal Criteria Details:

( Gender Minimum Age imum Age Cell Phone Maritial Status License Code idential Area Passport )]

35 35 ‘fes
Length of Service - Company Length of Service - Group

State of Health Min Max Min Max Language Speak Read Write
Excellent 0 0 [ 0 Engiish Good Good Good

Equity Criteria Details:

(POl Race )]
Mo African

Other Criteria Details:

( Physical Attri Level i il Level i i Level )]
Must be presentable Level 3 - Average Able to achisve goals Level 5 - Hah Exudes Self Confidence Level 5 - High

School Education Details:

( Name of Instituti fications Achieved Subject Mandatory Grade Mandatory )

Grade 12 fes Accounting HG fes TO-T9% fes
Tertiary Education Details:
{ Name of Instituti fications Achieved Subject Mandatory Grade Mandatory )
B.Com. Manapgement Accounting No Auditing fes Cum Lade fes
Copyright & : PSIberWORKS (PTY) Lid.
Buildsmart HR Management (Advanced) — Job Page 18 of 19 Monday, November 19, 2012

Description Management Module Overview

Copyright belongs to PSIberWWORKS (Pty) Ltd. No part of this document may be reproduced, copied, transcribed or translated into any language without the prior written
consent and authorisation of PSIberWORKS (Pty) Ltd



it d
;é\z“\‘ 1

smart

Buildsmart HR Management (Advanced) — Job
Description Management Module Overview

END OF DOCUMENT

Buildsmart HR Advanced
Job Description Module

Product Overview

Version 13.02.00

Page 19 of 19

your total hr solution...

Wednesday, October 06, 2010



