JOB ANALYSIS LIBRARY

Adding a Vacancy Announcement Number to the Job Analysis

Introduction

The purpose of the Job Analysis (JA) Library is to improve our ability to share job
analyses throughout the CHCO community.

Guide Contents

This guide provides instructions on adding a Vacancy Announcement Number to
the Job Analysis.
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Adding a Vacancy Announcement Number Associated with the Job

Analysis

To assist you in finding your Job Analysis, you can also add one or more
Vacancy Announcement Numbers associated with the Job Analysis. This will
help you use the search feature in the JA Library when you know the Vacancy
Announcement number, but not where the JA is located.

Step 1

After logging into Lotus Notes, double click on the PD Library ICON % . This will
take you to the Job Analysis Library. Click on Job Analysis Library.

Step 2

This will bring up a list that contains both position descriptions and job analyses for
positions throughout GSA.
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Step 3

Open the Job Analysis Library and locate the JA where the Vacancy Announcement

Number should be attached. Click the triangle * Fegion 03 eyt to Region. Click
triangle L_* OAD _ next to Service. Double click to open the PD. Click Attach/Edit/View

Job Analyst Attach/Edit Miew Job Analysiz

JOB ANALYSIS FORM

button. The Job Analysis Form appears.

Standard: Regional

Region: Region 03

Service: QAD

Position Title: Special Assistant To The Deputy Regional Administratar
PD: 3307336

Series: 03

Grade: 14

Wacancy Announcement #s related to this JA/FD

Modify Mumber
Delete Number
Stacha JA -1 - @_j

Mew Job Analysis doc 1

Click on Add New number  Add New Number | button.

A pop-up box “Enter Vacancy Announcement Number” will appear. Enter the Vacancy
Announcement Number associated with this JA in the pop-up box. Click OK.

Enter Vacancy Announcement Number E3

Vacancy Announcement &s related to

this JAJPD
| Carcel |

I | Cancel
0903052KSMP|
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The Vacancy Announcement Number will appear.

JOB ANALYSIS FORM

Standard: Reqgional

Region: Region 03

Service: QAD

Position Title: JA Test]

PDH - 7E96R41

Seres: 124

Grade: 14

Yacancy Announcement s related to this JA/PD
Add Mew Mumber CS03052KsME
Maodify Mumber

Delete Mumber i

Atacha JA-=_1 3 l%j

APPASMGRSZjpg

|
View PD |

Add additional Vacancy Announcement numbers in the same manner. You can also
make additional changes using the Modify Number M button and Delete
Number _ZEEtE NUmEer | 1 1tt0n to modify or delete Vacancy Announcement numbers.

The same procedures apply to adding a Vacancy Announcement in the Master Library.

v
Click Save & Close button to exit form.

. fcmse
Click Close 2" putton to close PD.
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