Interview Exchange:
How to Retrieve Job Descriptions

This process will show you how to view and
download all of the job descriptions in a department
you have Supervisor access to in Interview Exchange.

Here are the steps!

1. Open the Forms module in Interview Exchange and click Start New Form

ol

+ Start New Form

2. Fill out the Form like below, so the green Use Job Template Library button
appears. Click on that to open the library for the selected Department.
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3. Click on the job title to open the job description you want to view.
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4. In the top right corner, Click on the PDF icon.
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5. This will open the job description in a new window,
Click on the download (or print) icon to save it locally (or print it).
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6. To repeat the process, go back to the open job description and
Click on the X to go back to the Departmental listing where you can
pick another job description to download (or print).
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7.Whenyou are done, Click X to close the Job Template Library,
or just Click X to close the browser window/tab.
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Please always keep in mind that job descriptions should be changed in Interview Exchange as a
New/Revise Form, and changes should always be made to the existing job descriptions in the library.
If you have just a few changes, talk to HR about editing the library without creating a form.
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