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What is a job title/skill code?

Job titles and skill codes are synonymous in Enterprise Core. They both refer to a title or
skill reference when creating an order or assignment.

In Core, you can find the job title field on both the Order and Assignment pages. You can
also search employees by skill code under Enhanced Search options to find all employees
who have had a specific job title before.
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Required 1 Assigned |1

Order Type | TE Temp
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In order to select a job title on an order, the job title must first be set up by administration.

How to add new job titles in administration

1. Navigate to administration > Job Title
2. Select the +icon, in the upper right, to add a new job title

3. Enter the following information:



» tasks appointments social ema

aceruals Find @ fob Title 2 items available
adjustment Default Main Job Title Info
authorities Warshaise Workes lob Title Warehouse Worker
e Division Industrial
» employers
external services Skill Code BOO1
interest code Skill Code 2
interest code subcategory Hier CompanyName
interview questionnaire
. . Category None
job title
- EEO Class
multiplier code Career Builder Industry | Industrial
personal access tokens Worker Comp Code
required document Show in WebCenter P
sales team Default
> = Active 3]
worker comp code
o JobTitle

m Enter thetitle as you want it to appear in Enterprise Core
o Select Division
o Select Hier
m Thisis the hierarchy level that this job title can apply to.
m Ex.aninternal job title would only need to be set on the class side of
hierarchy.
o Select Category
o Optionally, select EEO Class
o Optionally, select Career Builder Industry
o Optionally, select a worker comp code that this job title will be associated
with
o Default
m |f this box is checked, than it is the default job title for new orders
= Only one job title can be set as the default
o Active
m |f this box is checked than this Job Title is active and can be used for any
future orders
= Once you no longer want to use a job title, deselect this box to
deactivate this job title.
4. Select & in the upper left to save your changes
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