
SU
JOB STANDARDS MATRIX 

QUICK LINK JOB AID

Last updated: 5/15/2023



Job Standards Matrix Quick Link Job Aid

Use this job aid if you are interested in accomplishing any of the following:

• Comparing the Job Standards for multiple Classifications across multiple Job Functions, within a 

particular Job Family

• Comparing the Job Standards for multiple Classifications across multiple Job Functions and Job 

Families

• Comparing the Job Standards for multiple Classifications within a Job Function, where you would 

like the ability to select the specific Classifications to compare

• Viewing the Job Standard for a Classification that has not been extended to the UC Santa Cruz 

campus yet

Process Steps

2.

1. Select “Job Standards Matrix” from the Quick Link menu.

Quick Links

Manager Job Library Jobs that Report to Me My Employees

View My Job Add New Position Manager Revise Job Desc

My Job Tasks Job Standards Matrix Job Standards

Find the Classifications that you want to compare using the Search, Filter, Family Scroll Arrows, or 
Vertical Classification Hierarchy Menu functionality. Or, you can use a combination of the tools.

• Search
i. Enter a keyword related to the Classification or Job Function of interest in the 

“Search/Filter” box and then click the “Magnifying Glass” button.

medi.
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ii. You will be presented with all of the Job Families/Job Functions/Classifications that
contain the keyword.

Search

media

> Communications

Grade____________ Media Communications
MEDIA COMM MGR 3 (000415)

Grade 28

MEDIA COMM MGR 2 (000414)
Grade 27

MEDIA COMM SPEC 5 (000416)
Grade 26

MEDIA COMM MGR 1 (000413)
Grade 25

MEDIA COMM SPEC 4 (005885)

Grade 24 MEDIA COMM SUPV 2 (006877)

MEDIA COMM SPEC 3 (007462)
Grade 22

MEDIA COMM SPEC 2 (007461)
Grade 20

MEDIA COMM SPEC 1 (007460)
Grade 18

iii. Click on the Classifications you are interested in comparing. A running tally of the
jobs you have selected will appear above the Job Family header.

(000416)MEDIA COM

(005885)MEDIA COM

(006877)MEDIA COM

Media Communications
MEDIA COMM MGR 3 (000415)

MEDIA COMM MGR 2 (000414)

MEDIA COMM MGR 1 (000413)
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Filter
i. Click the “Filter” box to display a list of the available filters.

Ambulatory

MED

MED CRt

MED CRt

MED CRt

MED CRt

Ambulatoi

ii. Select the filter you would like to use by hovering your mouse over the desired filter
and clicking the "...Select a Value..." prompt.

Search

X Filter V □ Advanced 1 Show Active Jot

Clear selectee

Filter by Job Family >

Filter by Job Function >

Filter by Payroll Title >

Filter by Job Code >

Filter by FLSA Classification >

Filter by Grade >

... Select a Value ...

> ( Ambulatory Care Clinics or Ctr A Center Cardiova

The

iii. You can then choose a value from the list that populates by double-clicking on the 
value. Or, you can use the “Search/Filter” box to enter a keyword to narrow the 
displayed values. If using the “Search/Filter” function, you must click the 
“Magnifying Glass” button after entering a keyword to execute the search.

Filter by Job Family

Select and Close

Search/Filter:

Display Values

Ambulatory Care Clinics or Ctr 

Audit Compliance and Ethics 
Call Center

Cardiovascular Services
Care Coordination
Clinical Laboratory Services

Clinical Professional Services 

Clinical Support Services 
Communications
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iv. Click on the Classifications that you are interested in comparing. A running tally of 
the jobs you have selected will appear above the Job Family header.

> Communications

Grade 30

Grade 29

Grade 28

Grade 26

Grade 25

ACQUISITIONS MGR 2 (005903)

ACQUISITIONS MGR 1 (005904)

These functions describe the various modes of communication used at the University and by various components of the University.

PRODUCER DIR (006214)

PRODUCER DIR SR (006213)

DIGITAL COMM MGR 2 (006628)

DIGITAL COMM MGR 1 (000404)

DIGITAL COMM SPEC 5 (000406)

COMM HC MGR4 (005598)

COMM MGR 4 (000411)

COMM MGR 3 (000410)

COMM MGR 2 (000409)

COMM SPEC S (005921)

COMM MGR 1 (000408)

MEDIA COMM MGR 3 (000415)

MEDIA COMM MGR 2 (000414)

MEDIA COMM SPEC 5 (000416)

MEDIA COMM MGR 1 (000413)

X Filter

Clear selected

Active Filters: Filter by lob Family - Communications «

Keb Ad Ï ancec ( Show Active Jobs Only

• Family Scroll Arrows
i. Use the “Left Arrow” and “Right Arrow” in the Family Header to scroll through the 

available Job Families.

ambulatory Care Clinics or Ctr Audit Compliance and Ethics

IBRARY BOOKBINDER (008844) ARTIST (006103)
Acquisitions Editor Publications and Production Visual Commui

ii. Click on a Job Family to see all of the Job Functions and Classifications that roll up
under that Job Family.

oordination Clinical Laboratory Services Clinical Professional Services Clinical Support Servi cesCommunicationsCounseli ng and Psychology Educa)

communication used at the University and by various components of the University.

General Communications Media Communications Publications and Production

COMM HC MGR 4 (005598)

COMM MGR 4 (000411)

LIBRARY BOOKBINDER (008844)

LIBRARY BOOKBINDER PRN 
(008842) 
LIBRARY BOOKBINDER PROD LD 
(008841)
LIBRARY BOOKBINDER SR (008843)

PRINTING EST (007713)

PRINTING EST SR (007712)

REPROGRAPHICS TCHN (004765)
PUBLICATIONS PROD MGR 4 
(006815)

Visual Communications
ARTIST (006103)

ARTIST SR (005102)

GRAPHIC COMPOSITOR (004692)

GRAPHIC COMPOSITOR SR (004691)

ILLUSTRATOR (006113)

ILLUSTRATOR AST (006114)

ILLUSTRATOR PRN (006111)

MEDIA COMM MGR 3 (000415)

COMM MGR 3 (000410) MEDIA COMM MGR 2 (000414)
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iii. Click on the Classifications that you are interested in comparing. A running tally of
the jobs you have selected will appear above the Job Family header.

PRODUCER DIR (006214)

MEDIA COMM MGR 3 (000415)

ACQUISITIONS MGR 2 (005903) DIGITAL COMM MGR 2 (006628) COMM MGR 3 (000410)

COMM MGR 2 (000409)

ACQUISITIONS MGR 1 (005904) COMM MGR 1 (000408)

Vertical Classification Hierarchy Menu•
Click the “Right Arrow” on the left side of the screen to display a vertical hierarchyi.
of Classifications within each Job Function/Family.

(009212)MED OFC SVC CRD 1

PD (009210)MED OFC SVC CRD 1

(009213)MED OFC SVC CRD 2

PD (009211)MED OFC SVC CRD 2STEPS CLIN CARE

(009214)MED OFC SVC CRD 3 CLIN CARE

Click the “+” next to the Job Family to display all Functions that roll up under the Jobii.
Family.

= Job Descriptions

Care Coordination

Clinical Support Services

Grade Ambulatory Care Administration Ambula

Clinical Laboratory Services

Clinical Professional Services

ADMIN CAR 
(008893) 
ADMIN CAR 
(008894) 
ADMIN CAR

Ambulatory Care Clinics or Ctr 

Audit Compliance and Ethics 

Call Center

# Communications

I-Counselinn and Psvcholoay
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iii. Click the "+" next to the Grade under the Job Function of interest to display the 
associated Classification.

8 Media Communications
EGrade 28

L MEDIA COMM MGR 3 (00
8 Grade 27
S Grade 26
S Grade 25
S Grade 24

iv. Clicking on the Classification in the vertical hierarchy will highlight the Classification
in the main table, but will not select the classification.

MEDIA COMM MGR 3 000415

MEDIA COMM SPEC 5 (000416)

Broadcast Communications Digital Communications General Communications Media Communications

v. You must click on the Classification in the main table in order to make the selection
official. The numerical value in the “Selected Jobs” button will update if you have
successfully selected the Classification.

PRODUCER DIR (006214)

PRODUCER DIR SR (006213)

ACQUISITIONS MGR 2 (005903)

SB Grade 22

• Grade 30
• Grade 29
• Grade 27
• Grade 26
ffl Grade 25
• Grade 24
S Grade 22
• Grade 01

B Media Communications
I B Grade 28

MEDIA COMM MGR 3 (00
B Grade 27

MEDIA COMM MGR 2 (00
• Grade 26
B Grade 25
• Grade 24

3. After selecting all of the classifications that you want to compare, click the “Selected Jobs” button.

Ethics
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4. A pop-up window will open that lists all of the Classifications you have selected. From this window, 
you can view the Job Standards for each of the Classifications side-by-side within Job Builder, or you 
can view each Job Standard individually within Job Builder. Click the “Side-By-Side” button to 
compare the Classifications side-by-side. Or, click the “Paper with Magnifying Glass” icon next to the 
Classification of interest to view the associated Job Standard.

Selected Jobs

Job Description Name Column Value

Media Communications

Media Communications

MEDIA COMM MGR 2 
(000414)
MEDIA COMM MGR 3 
(000415)

Acti on

Side-By-Side

Row Value

Grade 27

Grade 28

• Side-By-Side
i. Ensure the checkboxes are checked next to each of the Classifications that you 

would like to view in Side-by-Side mode, then click the “Side-By-Side” button.

Selected Jobs X

Side-By-Side

Action Job Description Name Column Value Row Value
... MEDIA COMM MGR 2..— -PL*** (000414) Media Communications Grade 27

O ... MEDIA COMM MGR 3..— -PL*** (000415) Media Communications Grade 28
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ii. After clicking the “Side-By-Side” button, you will be presented with a comparison of
the selected classifications.

1. Use the scroll bars to move up and down, or left and right (if needed)
within the window.

2. Use the “x” to the right of the classification name to remove the column

from the Side-by-Side view.

3. Click the “Highlight Differences” check box to easily see which rows have
differing information.

Note: Job Builder uses the Classification in the first column of the
Side-by-Side view to compare all of the other classifications in the 
Job Function to in order to determine if there are differences. You 
do not have the ability to change what is in the first column, and 
eliminating the first column by clicking the “x” does not stop Job 
Builder from using it as the comparator.

Side-By-Side View

Export as Excel Edit Profiles

Selected Jobs

2 Jobs Selected

Side-by-Side Profile A 

Job Standard

• Highlight Differences □ Hide Identical Rows

lob Function: Media Communications
Involves providing news and information for the generai public and key audiences through a dear understanding of news, skilled work with th

lob Family- Communications
these functions describe the various modes of communication used at the University and by various components of the University.

3Media Communications Manager 2 Media Communications Manager 3

Classified Indicator Descr 
(Pers Prog)

MSP MSP

Job Level Manager 2 Manaqa >

Grade 27 Grade 23

FLSA Status Exempt t-inpt

Description
Oversees through subordinate managers a 
large department or multiple smaller units, 
OR manages a highly specialized technical 
function / team. Has significant 
responsibility to achieve broadly stated 
goals through subordinate managers. 
Determines objectives, directs programs, 
develops strategies and policies, manages 
human, financial, and physical resources.

Oversees thro iqh subord rate manaqers one or I 
mere large, romplax departments or h isiness | 
units with multiple functional disciplines 
occupahons, OK manager. ? procran, regardless 
of size, that has critical impact upon the 
organization as a whole, such as most or all of a 
campus, medical center, UCOP or the UC 
System. Has significant responsibility for 
formulating and administering policies and
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4. Click the “Export as Excel” button to download the Job Standards to Excel.

Side-By-Side View

Reset Export as Excel Edit Profiles

Selected Jobs
2 Jobs Selected

a. After clicking the “Export to Excel” button, you will be presented 
with a pop-up dialog box asking you to confirm file download. 
Press the “Download File(s)” button.

Confirm File Download x

Security settings of your browser and network require confirmation to proceed with the 
requested file download. This prevents unauthorized file downloads by third parties.

Please click the button "Download File(s)" to confirm the download.

Download File(s)

b. Open the file after it downloads. Depending on the internet 

browser in use, the instructions for opening a downloaded file may 
differ.

i. In Chrome, when the download finishes, you can find it at 
the bottom of your Chrome window. To open it, click the 
filename.

xÊ Job Standard_Side.xlsx A

ii. In Firefox, when the download finishes, you can find it by 

clicking the Downloads button ( ). Click the filename to 
open it.

Job Standard_SideBySide(2)jdsx
Open File
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c. Click the "x" in the upper-right corner of the dialog box to close it.

• Paper
i.

ii.

Confirm File Download

Please click the button "Download File(s)" to confirm the download.

d. Click the “x” in the upper-right corner of the Side-By-Side window
to return to the Selected Jobs dialog box.

Preview Job MEDIA COMM MGR 2 (000414)'

Download/share Job Description

Download File(s)

Security settings of your browser and network require confirmation to proceed with the 
requested file download. This prevents unauthorized file downloads by third parties.

Selected Jobs X

1 Side-By-Side Select All Clear Selected

Q
 Q 6 6 

a
$ $ 

3 Job Description Name 

MEDIA COMM MGR 2 
(000414) 

MEDIA COMM MGR 3 
(000415)

Column Value

Media Communications

Media Communications

Row Value

Grade 27

Grade 28

Job Description:
MEDIA COMM MGR 2 (000414)

Print Profile: 

Default

CT Job Funotion Summarv

Effective Date:
Date Last Edited: 01/01/1900 12:00 AM

Position Details
Job Family: Communications
Job Function: Media Communication
Job Level: Manager 2
Classified Indicator Descr (Personnel 
Program):

MSP

Salary Grade: Grade 27
FLSA Status: Exempt
Union Code (Collective Bargaining
Unit):

99 - Non-Represented

JOB SUMMARY ____ 1
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iii. You can view the Job Standard in Job Builder from this screen, or you can choose to
download or share the Job Standard using the available icons.

Print Profile:
Job Standard Template

CT Job Function Summary

CT Generic Scope Description

CT Custom Scope Description

Preview Job 'MEDIA COMM MGR 2 (000414)'

MEDIA COMM MGR 2 (000414! Jol I i
Buldq’ x

MEDIA COMM MGR 2 (000414) 
Job Standard

Preview Job Description

Job Function :

Media Communications Manager 2
Communications
Media Communications
Manager 2

Classified Indicator Descr (Personnel 
Program):
Salary Grade:
FLSA Status:
Union Code (Collective Bargaining
Unit):

MSP

99 - Non-Represented (PPSM)

Involves providing news and information for the general public and key audiences through a clear understanding of news, skilled work 
with the media, programs for public outreach, and / or strategic communication of the institution's messages.

Oversees through subordinate managers a large department or multiple smaller units, OR manages a highly specialized technical 
function / team. Has significant responsibility to achieve broadly stated goals through subordinate managers. Determines objectives, 
directs programs, develops strategies and policies, manages human, financial, and physical resources, and functions with a high degree 
of autonomy. Proactively assesses risk to establish systems and procedures to protect organizational assets. Determines strategies for a 
program with organization-wide impact.

Manages operations and activities as part of location-wide media relations service, including strategic planning and program 
management, staff supervision, budget development and administration. Acts as media relations manager and spokesperson for the 
location when media relations manager is absent.

Reference Only - Key Responsibilities from CT Job Standard
Develops and manages programs that publicize and promote location research, achievements, education and ƒ or scholarship 
through the use of press releases, press conferences, feature stories, speeches, audio and visual presentations, and new media 
venues including the internet.
Cultivates and maintains effective working relationships with writers, editors, and producers in print and electronic media on 
international, national, local and location levels.
Cultivates and maintains effective working relationships with faculty, senior administration and other personnel who may be involved

1. Download/Share Options

w a. Download the job description in Microsoft Word format. 

After clicking icon in Job Builder, follow instructions for 

downloading files in Side-By-Side section above.

b. Download the job description in PDF format. After clicking 

icon in Job Builder, follow instructions for downloading files 

in Side-By-Side section above.

HTmL
c. View in HTML (appears in pop-up window and can be

printed from browser).

d. Share job description with link. Expiration date can be

assigned to the link.

iv. Click the "x" in the upper-right corner of the “Job Standard Preview” window to

return to the “Selected Jobs” dialog box.

v. Click the “x” in the upper-right corner of the “Selected Jobs” window to exit and
return to the Job Standards Matrix page.
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Resources

Job Builder Website
Job Standards Matrix Page Layout
UC Career Tracks Job Structure and Definitions
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https://shr.ucsc.edu/compensation/jobbuilder/index.html
https://drive.google.com/file/d/1C6b9AM29x9oxc9dK5ETqC0nlZgmLCfKr/view?usp=sharing
https://docs.google.com/document/d/1nd6_dD69pZrZRMkT7yLMSc3X43FrD4ICiJkIMJmNc58/edit%2523heading=h.in2cezt2llws

