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How to View Job Profile in Workday

1 Navigate to Workday.

Type Job Profile in the Search Bar. 

Click on the Job Profile hyperlink.

https://scribehow.com
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2 In the Job Profile field, enter in the Job Profile name.

Click "OK"
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3 Once you have selected the Job Profile, the top section of the Overview will
display:

Inactive - Yes/No

Effective Date of the Job Profile

Date of Last Change to the Job Profile

Job Profile Name is the title of the Job Profile

Job Code is the number assigned to the Job Profile
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4 Job Profile Summary is a brief overview of the Job Profile.

The Job Description section has 3 components:

Essential Functions

Required Knowledge, Skills and Abilities *

Minimum Education, Training and Experience Required *

*This information will be migrated to the Characteristics section in a future 
enhancement.
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5 The Additional Job Description section contains the Physical Demands and the
Work Environment for the role.
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6 Scroll further down within the Job Profile to view additional details.

Management Level is the degree of authority and responsibility.

Job Level reflects the internal alignment of the job.

Job Family is a group of jobs performing similar work based on function and primary 
duties.

Job Classification includes the US Standard Occupational Classification, Equal 
Employment Opportunity Job Category, Essential Personnel, and Shift Eligibility.
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7 For additional information within the Job Profile, scroll up to the Compensation
tab under Overview.

The Compensation Grade and Compensation Grade Profile are listed.
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8 Click on Additional Data to review Financial Disclosure and Telework eligibility
requirements for the role.

The Financial Disclosure options are yes, no, and depends on duties of the position.

If "yes," Financial Disclosure is required for the role.

If "no," Financial Disclosure is not required for this role.

If "depends," Financial Disclosure depends on duties of the position. 

The Telework options are yes, no, and depends on unit operations.

If "yes," job is eligible for telework.

If "no," job is not eligible for telework.

If "depends," telework depends on unit operations.
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9 For additional information within the Job Profile, scroll up.

Click on Pay - Pay Rate Type.

The Pay Rate Type indicates if the job is paid on an hourly or salary basis.
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10 Click on Pay - Job Exempt.

Job Exempt, "yes" or "no" will display. 

If "no," the job is nonexempt.

If "yes," the job is exempt.
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11 Click on Qualifications.

A menu of the Job Profile Qualifications currently in use displays.

Click on Certifications.

The Certification tab will identify the Certifications/Licenses required for the role.
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12 Click on Competencies.

The Job Profile Competencies are broad behaviors associated with the role. There are 4 Job 

Profile Competencies:

1. Communication and Collaboration - what type of contacts, interactions, or sharing of
information does the job have on a regular basis?

2. Decision Making - what is the impact of the decisions typically made by this job?

3. Independence of Action - what is the job's general degree of independence of action?

4. Problem Solving - what is the nature of problems regularly encountered by this job?

Select the Competency statements that characterize the job's role.
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13 Click on Skills.

Job Profile Skills describe the proficiency, knowledge and training needed in the job.

Each Skill is assigned a Skill Level:

1.Beginner: Represents an individual relatively new to field or role; entry level.

2.Intermediate: Experienced individual who demonstrates the ability to perform the Job's 

essential functions.

3.Experienced: Extensive accumulated experience; may serve as role model and mentor.
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14 Click on Education to view the minimum education required for the role.

15 Click Languages.

The Language required for the role will be listed along with the Ability/Proficiency of 
the language needed in the role.
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16 Responsibilities, Training and Work Experience tabs will be used in the future.




