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Building A Collaborative Process For
Your Job Descriptions

Managing stakeholder collaboration on job descriptions can be a
complex process. It requires effective communication and
collaboration between various stakeholders to ensure that the job
description accurately reflects the needs of the organization.

Here's a process guide to help you manage stakeholder collaboration on
job descriptions without creating chaos:

Define the scope of the project: Clearly define the scope of the job
description project, including the positions that require a new job
description and the stakeholders involved in the process.

Identify the key stakeholders: |dentify the key stakeholders
involved in the job description project, including HR, hiring managers,
and other relevant departments.
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Establish clear communication channels: Establish clear
communication channels for stakeholders to provide feedback and
input on the job description. Utilize project management tools, such
as email, messaging apps, and project management software, to
facilitate communication.

Develop a timeline: Develop a timeline that outlines the key
milestones and deadlines for the job description project. This will help
keep stakeholders on track and ensure that the project is completed
on time.

Facilitate collaboration: Encourage collaboration between
stakeholders to gather feedback and input on the job description. This
can be done through focus groups, surveys, and other collaborative
tools.

Prioritize stakeholder feedback: Prioritize stakeholder feedback
based on its relevance and importance. Consider the impact of each
stakeholder's feedback on the job description and prioritize the
feedback accordingly.

Consolidate feedback: Consolidate the feedback into a cohesive
document that reflects the input of all stakeholders. This document
should be reviewed and approved by all stakeholders before finalizing
the job description.

Finalize the job description: Once the stakeholders have approved
the job description, finalize the document and ensure that it is aligned
with the organization's policies and procedures.

Communicate the changes: Communicate the changes made to the
job description to all relevant stakeholders, including HR, hiring
managers, and employees.
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Monitor and evaluate: Continuously monitor and evaluate the job
description to ensure that it is meeting the needs of the organization.
Gather feedback from employees and stakeholders to identify areas
for improvement.

By following this process guide, you can effectively manage stakeholder
collaboration on job descriptions without creating chaos. Remember that
effective communication, collaboration, and prioritization are key to
successfully managing stakeholder input on job descriptions.

About MoshJD:

Job descriptions are the foundation of a relationship between a company and employee. They define the
expectations and form a binding agreement between parties. However, too often trust in this relationship is
destroyed because inaccurate and outdated JDs erode new hire trust, confuse tenured employees and complicate
employee relations issues for HR teams. We intend to change the culture around job descriptions and become a
facilitator of trust by fixing the broken JD management process with modern cloud technology.
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