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Project Scope 
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The Standardized Job Descriptions project is an effort to speed 
up the hiring process. Benefits are: 

 Consistency 

 Time (Express Workflow) 

 Clarity 



Classifications Available 
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• Building Service Worker JDX 1028889 
• Food Service Sanitation Laborer JDX 1028890 
• Office Support Assistant JDX 1028885 
• Office Support Assistant – Proctoring JDX 1028885 
• Office Support Associate JDX 1028875 
• Plumber JDX 1028874 
• Security Guard – Krannert Art Museum JDX 1028882 
• Security Guard – UIPD JDX 1028891 
• Security Guard Supervisor JDX 1028879 



Standardized Job Description Instructions 
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• The approved templates are in the JDX Job Library with “Pre-Approved JD” in 
their title.* 

• When submitting your workflow, answer the question "Are you utilizing a Pre-
Approved Job Description template with no significant/unallowable 
changes?” selecting “Yes”. 

• Allowable changes to duties are to remove a duty entirely or adjust percentages 
among the duties. 

• The workflow will be marked as an Express Workflow and go through that 
expedited process. 

* This is distinct from the process for HR Career Architecture and its Job Profiles, which don’t use the Express workflow. 

https://humanresources.illinois.edu/about/centers-of-expertise/compensation-classification-career-architecture/hrca/


JDX 
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Conclusion 
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• These JDs are live and can be found in the JDX Job Library by their 
number or the “Pre-Approved JD” in their title. 

• Answering “Yes” to the question "Are you utilizing a Pre-Approved 
Job Description template with no significant/unallowable 
changes?” routes as an Express Workflow. 

• Your Matrix Team will see the Express label on the workflow and 
review by the next business day. 



Questions? 
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