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Job Standards Quick Link Job Aid

Use this job aid if you are interested in viewing a Job Standard for a single Classification that is available 

at UC Santa Cruz, or if you are interested in comparing multiple Classifications available at UC Santa Cruz 

within a particular Job Function.

If you are interested in viewing the Job Standard for a Classification that has not been extended to the 

UC Santa Cruz campus yet, please utilize the Job Standards Matrix Quick Link Job Aid. If you are 

interested in comparing multiple Classifications in multiple Job Functions, within or across Job Families, 

please use the Job Standards Matrix Quick Link Job Aid.

Process Steps

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

View My Job

Quick Links

Manager Job Library Jobs that Report to Me My Employees

Add New Position Manager Revise Job Desc

My Job Tasks Job Standards Matrix Job Standards

2. Click the button to select the Job Function that contains the Classification(s) of interest.

Sid -Sid i Downl Standards
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https://drive.google.com/file/d/1EIVhepLFgEiPC5ouQLi7EuNFhpPzXg2u/view?usp=share_link
https://drive.google.com/file/d/1EIVhepLFgEiPC5ouQLi7EuNFhpPzXg2u/view?usp=share_link


Enter a keyword related to the Job Function of interest in the “Search/Filter” box and then click the3.

Select Job Function

Clear

OR, click the “+” to the left of the Job Family of interest to reveal all Job Functions in that Job Family.

Select Job Function

Search/Filter:

Double-click the Job Function of interest once you have located it.4.

Select Job Function

Search/Filter:

Select and Close

Select and Oose

Select and Oose

# 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

$ Ambulatory Care Oinics or Ctr 
+ Audit Compliance and Ethics 
+- Call Center

± Cardiovascular Services
® Care Coordination
+ Clinical Laboratory Services
+ Clinical Professional Services
¿ Clinical Support Services
+ Communications

“Magnifying Glass” button.

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

Acquisitions Editor

Broadcast Communications
Digital Communications 
General Communications
Media Communications

3



5. After you have selected the Job Function of interest, you will be brought back to the Job Standards 
Landing Page. The Job Function that you selected will be visible in the “Select Job Function” field. The 
text highlighted below the “Select Job Function” field indicates the number of different 
Classifications available at UC Santa Cruz within the selected Job Function.

7 Job Descriptions in selected group

Media Communications

View Side-By-Side Download Job Standards

Select Job Function

6. From the Job Standards Landing Page, with the Job Function of interest selected, you have two 
options available. You can view all of the Job Standards in the Job Function side-by-side within Job 
Builder, or you can download the side-by-side comparison to Excel. Click the “View Side-By-Side” 
button to view the Job Standard comparison within Job Builder or click the “Download Job 
Standards” button to download the Job Standard comparison to Excel.

Select Job Function

Media Communications

7 Job Descriptions in selected group

I View Side-By-Side J Download Job Standards ]

• Download Job Standards
1. After clicking the “Download Job Standards” 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)

2. Open the file after it downloads. Depending on the internet browser you are using, the 
instructions for opening a downloaded file may differ.

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

xA Job Standard_Side..xlsx
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■ In Firefox, when the download finishes, you can find it by clicking the 
Downloads button (0). Click the filename to open it.

Job Standard_SideBySide(2).xlsx

Open File

3. Click the "x" in the upper-right corner of the dialog box to exit and return to the Job 
Standards Landing Page.

Confirm File Download

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)

• View Side-By-Side
1. After clicking the “View Side-By-Side” button, you will be presented with a pop-up 

window that contains a comparison of the Job Standards associated with each of the 
Classifications within the selected Job Function.

■ Use the scroll bars to move up and down, or left and right within the window.
■ Use the “x” to the right of the Classification name to remove the column from 

the Side-by-Side view.

Intermediate Advanced

bob Family: Communications

Classified Indicator Descr 
(Pers Prog)

Entry-level professional with limited prior 
experience; learns to use professional 
concepts to resolve problems of limited 
scope and complexity; works on 
assignments that are initially routine in 
nature, requiring limited judgment and 
decision making. Employees at this level 
are expected to acquire the skills and 
knowledge to perform more advanced 
work following an agreed upon time in 
position, through defined training and 
development planning.

Professional who applies acquired job 
skills, policies, and procedures to complete 
substantive assignments / projects / tasks 
of moderate scope and complexity; 
exercises judgment within defined 
guidelines and practices to determine 
appropriate action.

Experienced professional who knows how 
to apply theory and put it into practice with 
In-depth understanding of the professional 
field; independently performs the full 
range of responsibilities within the 
function; possesses broad job knowledge; 
analyzes problems / issues of diverse 
scope and determines solutions.

Technical leader with a high degree of 
knowledge in the overall field and 
recognized expertise in specific areas; 
problem-solving frequently requires 
analysis of unique issues / problems 
without precedent and / or structure. May 
manage programs that include formulating 
strategies and administering policies, 
processes, and resources; functions with a 
high degree of autonomy.

Recognized organization-w 
significant impact and influ 
organizational policy and p 
development. Regularly Ies I 
critical importance to the o 
these projects carry subste 
consequences of success o 
programs with organizatior 
(or may have impact beyor 
University) that include for 
strategies and admlnisterir 
processes, and resources. II 
barriers to entry exist at th

CT Custom Scope 
Description

Learns to use media communications 
concepts and assists as assigned In 
implementing programs and activities and 
gathering information designed to enhance 
the public's understanding and 
appreciation of the location typically 
through media outlets.

Responds to non-complex, basic inquiries 
from public or media. Responses require 
some research and organization of 
material. Assists in gathering and 
preparing news and Information about the 
location.

Provides analysis and information on 
complex results or activities, searches out 
and writes stories, conducts interviews, 
sets up press conferences, and arranges 
for photography, video, or graphics to 
accompany news releases. Work is of 
moderate complexity / difficulty and may 
include planning and implementing limited 
media campaigns.

Oversees various comprehensive media 
campaigns and serves as specialist in 
addressing media / public concerns 
regarding a specific discipline or area; i.e., 
an academic discipline such as arts, 
humanities, science or engineering, or 
particularly sensitive and / or complex 
institutional policies or practices.

Operates at the highest lev 
broad-based strategies to I 
location accomplishments, 
activities, et cetera to varie 
constituencies including th« 
general public. Deals with t 
complex and sensitive issu 
Independently as location s 
during press conferences a 
events and in times of cris« 
emergencies. Serves as a r 
location personnel in matt j
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Click the “Highlight Differences” check box to easily see which rows have■

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

Side-By-Side View

0 Highlight Differences

Intermexdiate
( rande 20 < rande 26

i xerp* i xerp* i xerp*

■

Follow the instructions in the “Download Job Standards” section above to

Side-By-Side View

Selected Jobs

□ Highlight Differences □ Hide Identical Rows

lin vn/ves 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 stel

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

Intermediate ExperiencedEntry

Salary Grade Grade 18 Grade 20

FLSA Status Non-Exempt Non-Exempt Exempt

Edit Profiles

Job Function: Media Communications

dob Family: Communications

Media Communications Specialist 1 Media Communications Specialist 2 Media Communications Specialist 3

Prcvd:s analy-is and nitormustxn cncxmplex 
results cr ativities, sarches out ami wiites 
stenes, conducts initerva’W, sirs up press 
conterens, and artanges tor phx:texjraptry. 
v:ex), CM qraphxstoaompanynrwt*e**s 
Wxk is cd mxxáratecompiexoty / dithirulty and 
musy uh Jude platinirk, and impilemertin limiteli

t x|xvkm'd potessonal whe kiicras hew to 
apply thexary and pait it into praat tur with in 
depth undryrstancjinag c the prctesonal f«-ki; 
irxdepandrntly pxortorms the hill tange of 
repxonsitalitis wthun the tutktk:n; ixy----5 
trc-3: |oh kTxaexkje, analynes protileTs / issues 
of divrexop and determines sclitioris.

Classified Indicator Descr 
(Pers Prog)

CT Custom Scope 
Description

Entry-level professional with limited prior 
experience; learns to use professional 
concepts to resolve problems of limited 
scope and complexity; works on 
assignments that are initially routine in 
nature, requiring limited judgment and 
decision making. Employees at this level 
are expected to acquire the skills and 
knowledge to perform more advanced 
work following an agreed upon time in 
position, through defined training and 
development planning.

Prctesional wtwoappis acqiaed y skills, 
pxali es, and prexixdures to c cmpkte sutistantiw 
ainrtents ' ptoyxts / tasks c moxdetexxypk 
an complexity. IWICbeS xdeytent withun 
detirx qudeire an pr.xtxes to determne 
appxoprutektn

Restxxxis to non coomplex, ta- inquires trem 
putite oi mex3u Res,x:nt-s rixjnre sore 
rewr li and crganvatien cd materal Assists in 
qathening and prepaarirk, new and initermnatxn 
atxat the kxatkin.

hxhn«al Iegi**" with a hugh dexyrerct 
krx:wiexdgein thecverall fur* and rexixjn/ex 
expxrti- in sxxif« areas. protilem s:lvina) 
frexuently rexquness analysis c unqa issues / 
prctlertes wthout pex odent and / cm structure 
May m-nxe prcxyrams dut uh lde texmulatinq 
strastexjes and administer uk) pxolrs, prcxa-s, 
an reaures, furktxnis with a huph dexrenct 
auftenory

CT Generic Scope 
Description

Leams to use media communications 
concepts and assists as assigned in 
implementing programs and activities and 
gathering information designed to enhance 
the public's understanding and 
appreciation of the location typically 
through media outlets.

Overmxs vanous comprehen-Ive media 
carpk:xns and “Yves as s;xxgalst in anxdre---ITk, 
mexdia / putita 2" tex, a s;xxaf« 
demipiinect an». 1e, anaxaumit disipline 
axha arts. humanitiess, socuKi'of exjirwyring. 
oi ixirtNiitarty sensrtive and / ex complex 
institutional ix:licescx pr.xtxes

Classified Indicator Descr 
(Pers Prog)

Selected Jobs
7 Jobs Selected

Side-by-Side Profile A

Side-by-Side Profile A 
Job Standard

Oparates at du- ti«|t«M level to 
tut-ed stratexjus to twghilight k« 
axomplr-hrents, evnts, atm 
vaults constitix-iH es irx luding 
ceneral pautili Deals with It«-« 
sensitive esus, and ats irxdepx 
location spokesperson during pt

Rexcx,/1/e1 crcpari/atkn wide e 
siyrfkant umipeact and influir« e 
orqpan/aatonal jxitic y and pr:«tia 
Rexjdtarly exis ptojxts of c nt« 
the crqan/atx:n; thes propxts 
i cnisxirKas ci suri es ex faili 
proxjrams with oxcpar/atix wide 
flave impux1 ta yon the Urirwers 
fermjtatirk, stratexjus arai adm 
prexa-*, and tescajices. Skjnif 
entry oust at the kwl

clicking the “x” does not stop Job Builder from using it as the comparator.

complete the download process.

differing information.

Use the “Export as Excel” button to download the Job Standards to Excel.

6



■ Click the "x" in the upper-right corner of the Side-by-Side window to exit and
return to the Job Standards landing page.

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

Job Level

bob Function: Media Communications

(Pers Prog)

Resources

Job Builder Website
UC Career Tracks Job Structure and Definitions
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https://shr.ucsc.edu/compensation/jobbuilder/index.html
https://docs.google.com/document/d/1nd6_dD69pZrZRMkT7yLMSc3X43FrD4ICiJkIMJmNc58/edit%2523heading=h.in2cezt2llws

