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How Supervisors Can Use Job & Position Descriptions in Performance Evaluations
Job and position descriptions are practical tools that help supervisors evaluate performance consistently, fairly, and based on clear expectations. Auburn’s JDXpert system makes these documents easy to access and apply directly within the performance review process.


How To Access the Employee’s Job or Position Description

Supervisors can view job and position descriptions for their A&P and Staff employees through JDXpert, which is available in AU Access under Employee Tools.
Before reviewing employee records, supervisors are encouraged to reference the attached Supervisor Guide, which provides step-by-step instructions for locating job and position descriptions. 


Job Descriptions vs. Position Descriptions
Understanding the difference between these two documents is key:
· Job Descriptions:
Outline general duties and minimum requirements for a role at the university level.
· Position Descriptions:
Provide detailed duties and responsibilities specific to an individual employee’s role within their department.
Both documents are useful, but position descriptions are especially valuable when evaluating individual performance 

Click here to learn more about the difference between job descriptions and position descriptions at Auburn.  




How to Use Position Descriptions in the Performance Review
Supervisors are encouraged to copy and paste job responsibilities directly from the employee’s position description into the performance evaluation form.
After pasting, supervisors can:
· Assess how effectively the employee performed each listed responsibility
· Provide specific examples tied to actual duties
· Identify strengths, accomplishments, and opportunities for development
Using the position description helps keep the evaluation centered on duties the employee is currently performing.


Why Linking Position Descriptions and Performance Matters
Linking position descriptions to performance evaluations benefits both supervisors and employees. It helps:
1. Clarify Expectations:
Performance feedback is grounded in documented responsibilities, reducing confusion and misunderstandings about what success looks like in the role.
2. Support Fair and Consistent Evaluations:
Evaluations are based on defined duties rather than assumptions or informal expectations, promoting consistency across employees and departments.
3. Strengthen Feedback and Development Conversations:
Supervisors can provide more meaningful feedback and identify development opportunities by referencing specific job responsibilities.





Maintaining Accurate Position Descriptions
Position descriptions should be reviewed and updated when needed to reflect:
· Changes in job duties (added or removed)
· The need for increased clarity or reduced ambiguity
· Shifts in departmental goals or structure
Important: It is acceptable for a position description to closely match the job description, particularly when:
· The role aligns closely with the general job description
· The job description is highly specialized or unique
If updates are required, your HR Liaison will provide additional guidance.


Need Help?
For additional information:
· Visit aub.ie/jdxpert
· Email aucomp@auburn.edu
· Contact your HR Liaison
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AUBURN
SUPERVISOR GUIDE

HOW TO VIEW YOUR EMPLOYEE'S JOB
& POSITION DESCRIPTION IN JDXPERT

How to View Your Employee’s Position Description:

1. Loginto JDXpert

e Loginto AUAccess and locate the JDXpert logo in the Employee
Services section.

Employee Services . |
m Pay Stub

@ Self Service

'I'l Tiger Time

E AU Jobs

JDXpert
N AP & US Job Descriptions

e Proceed by clicking on the blue "Auburn Employees: Log On (Click
Here)" button, which will redirect you to Auburn's single sign-on (SSO)
platform.

Auburn Employees: Click the Log On button above. Below credentials not needed.

Privacy Pelicy

2. Onyour JDXpert home page, click the "My Employee’s Jobs" icon.

Y/





e The "My Employee’s Jobs” icon allows you to view and download the
position descriptions of your direct and indirect reports and view your

organizational chart.

Quick Links
] =
o4
_ Rj
AU Job Descriptions My Position Description

@—

My Employee's Jobs

3. Use the search bar if needed to find a specific employee.

Home Page Mv Employee’s Jobs
x
Search
% Jobs for Direct Reports . m £ 0rg Chart [ Export
Action Division Organization Position # Banner ID Employee's Name Job Code  Job Description Name Working Title Job Family Job F
Advisor I, Academic
5 000000 Aubie Tiger AA48 Under immediate Student Resources Acade]
i m ' i “View" b der th
4. Double-click the employee’s row or click the “View"” button under the
"Actions” colum he lef
ctions” column on the lett.
Home Page My Employee's Jobs
X
Search
X Jobs for Direct Reports E &% Org Chart  [3» Export
Action Division Organization Position # Banner ID Employee’s Name Job Cede  Job Description Name Working Title Job Family Job A
Advisor I, Academic
s 4— 000000 Aubie Tiger AR48 nder immediate Student Resources Acad]

5. The employee’s position description will appear. Verify that the Print Profile is
set to "Position Description”.
e Position descriptions are typically more specific than job descriptions, as
they outline responsibilities and expectations unique to a specific
department or unit.
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Preview Job 'Advisor I, Academic-000000" X

Job Description: JOB FAMILY AND FUNCTION
Advisor I, Academic-000000 Job Family: student Resources
Job Function: Academic

Print Profile:
Position Description

JOB SUMMARY

Under immediate supervision, advises students majoring in Agricultural Economics and Animal Science in regards to course selection,
requirements for selected areas of concentration, and post-college plans to help meet their educational needs and realize student
scholastic goals for the College of Agriculture.

RESPONSIBILITIES

+ Advises students majering in Agricultural Economics and Animal Science within the College of Agriculture, addressing their academic
Download/share Job Description objectives, such as assisting an Agricultural Economics major with course selection to align with their career goals in agricultural

finance.
. =<8

Preview Job Description

() PDF Format (® HTML Format

Acts as a liaison between students majoring in Agricultural Economics and Animal Science, faculty, and staff within the College of
Agriculture, interpreting University policies and procedures, such as explaining the prerequisites for an advanced course in animal
nutrition to an Animal Science major.

Collaborates with colleagues to ensure timely dissemination of educational options and University policies specifically within the
Agricultural Economics and Animal Science majors, for instance, coordinating with the College's career services to organize a
workshop on internship opportunities tailored to these majors.

- Assts I cordinaing skuden arintaions and acively partclgaes i vorkshops,arientations, and evers almed a¢ rovidng

e If needed, you can download the position description as Word, PDF, or
HTML.

e During the performance review process, you may copy and paste your
employee’s responsibilities from their position description into their
performance review form.

How to View Your Employee’s Job Description:

1. If you are unsure of your employee’s job description title or job code, first
check the "My Employee’s Jobs"” icon.

2. Locate the employee’s name and find their “Job Code” or “Job Description
Name” in the table.

Home Page My Employee’s Jobs
Search
> Jobs for Direct Reports N m
Action Division Organization Position # Banner ID Employee’s Name Job Code  Job Description Name
Advisor I, Academic
O 000000 Aubie Tiger Ana8 Under immediste

3. Return to the home page and select the “AU Job Description” icon.

Y/





Quick Links
-
]

o

R

AU Job Descriptions My Position Description

My Employee's Jobs

4. Enter the job code or job description title in the search bar.
My Employee's Jobs

Home Page

All Job Families

I X EI Clear all

> Job Description Name

Job Code Job Family Job Sub Family
© Academic Coach
The Academic Coach
D..r,f,i ddis = 3;';;‘: AES8 Student Resources Academic

coachi to
studer rming
differences and executive

e

@ Accom Spec,
Accessibility

5. Double-click the job description to view it and download if needed.
My Employee's Jobs

| Home Page

[1/1] Advisor I, Academic-AA48

B AUBURN

Human Resources

Advisor I, Academic

Job Description

JOB INFORMATION

Job Code

AA4B
Job Description Title Advisor I, Academic
Pay Grade SR0O6
Ranns Minimim £ 520

Y/
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