How to Access Job Descriptions (JDs) at UAB
Accessing the Job Description Builder (JDB) Website

1. There are two ways to access the JDB:
a. Go to http://www.companalyst.com or
b. Go to http://www.uab.edu and click on the Human Resources link on the left-hand side
of the screen. Under the Departments tab, click on Compensation. Click Job
Descriptions on the left-hand side. This screen will have instructions as well as a link to
http://www.companalyst.com.

2. Below is the login information for the JDB:
a. Email = jobdescriptions@uab.edu
b. Password (case sensitive) = Blazersl

3. Click the Login button.
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Viewing JDs

4. Click on the Job Description Builder tab.
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5. Choose the parameters to search for a JD and click the Search button.

V¥ Search
Search by: L
|J|:|I:| Title [V] accountant - |:
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6. All Job Titles containing the word “accountant” will populate below. By default, the results will
be sorted in alphabetical order by Job Code. You can sort by Job Title by clicking the up or
down arrow in the top row. Click the View link to view the ID.

Records 1 - S aof 5

* Initiated from Company Job Set Up

Edit Table
| AJob Code ‘ + Jaob Title ¥ Status Edit/ View Reset View History
FAZO5E1 ACCOUNTANT IR Active View View
FAZOSER ACCOUNTANT Active View _ View
FAZ0S5ES ACCOUNTANT SR Active View View
FAZOSE4 INTERMEDIATE ACCOUNTANT Active View View
FAZ13E0 ACCOUNTANT SPECIALIST Active View View




7. The ID can then be opened or saved in pdf format.
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File Download

Do you want to open or save this file?

lﬂi: Mame: 20110718140337,pdf
Type: Adobe Acrobat Document, 12,46

From: companalyst.salary.com

Open ] [ Save ] [ Cancel

harm your computer. |f pou do nat st the source, do ot open or

l@ While files from the Intermet can be uzeful, some files can potentially
zave thiz file. what's the nzk?

8. Below is an example of the Accountant JD:

THE UNIWVERSITY OF
AL AEANMA AT BIRMINGHAM
General Information
Job Title ACCOUNTANT
Job Code FAIOSEZ
Job Family FO1 - Finance & Accounting
Grade W.G13%
Approved Date 07182011 (mmfddiyyyyd
Job Description
Typically Reports To
Manager

Position Summary

To assist with the accounting function by producing financial and statistical reports and analyre financial data for material
warlances. Te gather data, prepare and analyze routine financial reports for internal UAB purposes and third party agencies. To
communicate with departmental users and third party agencies regarding applicable accounts. To prepare period deposits,
billings and transfer of funds in a timely and accurate manner.

Minimum Reguirements

Bachelor's dagres in Accounting and one (1) year of related experience required. Work experiance may NOT substitube Tor
education requirement.

Licenses/ Certifications /Registrations
L Mome reauinesd




