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Administration Tab 
Job Description Color Bar 

This reference guide provides an overview of how to add a new job description within ScheduleReady 4.5. The following process steps and 
instructional information are provided within this document: 

 Add a new job description 
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Add a New Job Description 

Add a New Job Description 

1. Click Administration. 

2. Click Job Description. 

 

3. Click New. 

 

4. In the Job Description Id box, 

type the name of the job 

description. 
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5. Click Save Changes.  

The newly added job description 

appears at the bottom of the Job 

Description Color Bar. 

Note: You will next want to add 

shift assignments to your job 

description and qualify employees 

that can work your job description. 

Please see the reference guides 

titled Adding-Editing Shift 

Assignments and Adding Qualified 

Employees to Job Descriptions. 
 

 


