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Preparing To Update Your Job Description
Catalog

Updating job descriptions is an
essential process in ensuring that your
company's HR management stays
organized and up-to-date. Itis a
critical step to align job roles with the
evolving needs of your organization,
ensure compliance with labor laws,
and promote employee engagement.

Here are the steps to take when updating your job
description catalog

1. ldentify which job descriptions need updating
Before starting the updating process, it's essential to determine which job
descriptions require modification. Review your existing job descriptions and
compare them with the current job roles and responsibilities in your organization.
Determine if there are any outdated or irrelevant job descriptions that need to be
removed and identify any new job roles that need to be added.

2. Gather information

Collect relevant information for each job role. Speak with employees in the
position and their managers to get a clear understanding of the duties,
responsibilities, and necessary qualifications. Observe the day-to-day activities of
the employee and assess how their role fits into the broader organizational
structure.
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3. Review labor laws
Ensure that your job descriptions comply with local, state, and federal labor laws.
Review any changes in labor laws and regulations that may impact the job
descriptions and update accordingly.

4. Develop job descriptions: Based on the gathered information and labor
law requirements, update and create job descriptions. Ensure that they are clear,
concise, and reflect the necessary skills, qualifications, and duties required for
each position. Use a standardized format to ensure consistency across all job
descriptions.

5. Review and approve
Once the job descriptions are updated, review them with the relevant managers
and department heads to ensure they accurately reflect the roles and
responsibilities of each position. After approval, ensure that the updated job
descriptions are communicated to all employees and made available in a
centralized location.

6. Regularly review and update
Job descriptions should be reviewed regularly, at least once a year, to ensure they
remain accurate and relevant. Update them as necessary, and make sure
employees are aware of any changes made to their job descriptions.

Updating your job description catalog is an ongoing process that requires attention to
detail and collaboration with relevant stakeholders. By taking the steps outlined above,
you can ensure that your job descriptions accurately reflect the duties and
responsibilities of each position, comply with labor laws, and promote employee
engagement.

About MoshdJD:

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.




