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How To Configure Preset Job Roles for
Organisations
This guide provides a step-by-step process for configuring preset job roles within an
organiation, ensuring that users can efficiently manage and assign roles. By following
the outlined steps, users can streamline their administrative tasks, enhance
organiational structure, and improve role clarity. This resource is essential for
administrators looking to optimize their job role management in a user-friendly
manner.

1 Click "Admin"
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2 Click "Job Roles"

3 Click "Add new job role"



Made with Scribe - https://scribehow.com 3

4 Click the "Job Role Name" field.

5 Click the "Search Job Role" field.
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6 Click "ACADEMY TRAINER SCHOOLS/COLLEGE"

7 Click here.
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8 Click here.

9 Click "No, go back"
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10 Click "Admin"

11 Click "Organisations"
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12 Click here.

13 Click here.
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14 Click "2"

15 Click "Edit"
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16 Click the "Fixed list of positions applied for" field.

17 Click "Yes, confirm"
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18 Click "Select Job Roles"

19 Click here.
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20 Click "Select Job Role"

21 Click "Select Job Role"
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22 Click "Save"

23 Click "Job roles saved successfully."
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24 Click "Save"

25 Click "2"
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26 Click "See more"

27 Click here.


