How to Create and Amend Default Job

*A matrix
Roles "

Convecting people To work

This guide provides a straightforward process for creating and modifying default job
roles within the Matrix Screening Admin Hub. By following the steps outlined, users
can efficiently add new roles, such as "Teacher," and customize their settings to meet
specific organizational needs. This resource is essential for administrators looking to
streamline job role management and ensure compliance with workforce
requirements. Viewing this guide will enhance your understanding and capability in
managing job roles effectively.
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2 Click Job Roles
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3  Tocreate a new default job role, click Add new job role
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[Q Search Job Role ‘ m

Applicati With With At he Adult tst
Job Role & pplication Volunteer < ] s i Workforce & ey
Type * Adults 2 Children + address + Check +
Dummy Job Role Enhanced No No No No Child and adult workforce (CAW) No w
System Demonstrator Standard No No No No Other workforce (OTW) No w
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4  Enter the job title into the 'Job Role Name' field

New Job Role

Job Role Details
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Working with adults in regulated activity *

e

Working at home address *

DBS adult first check required *
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5  Enter any Section Y values you want this job role to pre-populate when used

New Job Role X

Job Role Details

Job Role Name * Applicatio

[ Teacher ] l Enllal‘ed ‘ v l
Workforce Is volunteer:

| seea N v
Working with adults in regulated activity * Working with children in regulated activity *

E N v
Working at home address * DBS adult first check required *

[ No v ] [ No v ]

6  Click Save to create the job role

New Job Role X

Job Role Details

Job Role Name * Application type

[ Teacher ] [ Enhanced v ]
Workforce Is volunteer? *

[ Child workforce (CHW) v] [ No v]
Working with adults in regulated activity * Working with children in regulated activity *

[ No v] [ es v]
Working at home address * DBS adult first check required *

[ No v} [ No vl
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7  Toamend an existing job role, click the Job Role Name

Eymatrix

Securty watchdog

Admin Hub > Job Roles

Job Roles

Dashboard  Applications ~Admin Reports

[ Q Search job Role

=

Applicati With With Athy Adult 1st
JobRole 3 L Volunteer 3 gl S ikl Workforce = ey
Type * Adults * Children + address + Check +
Dummy 55 Role ™%, Enhanced No No No No Child and adult workforce (CAW) No
Syst«m Demonstrator Standard No No No No Other workforce (OTW) No
Teacher ™ ” Enhanced No No Yes No Child workforce (CHW) No
Resultsperpage | 20 v ‘ 1to 3 of 3items.
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8  Amend the values required

System Demonstrator

Job Role Details

Job Role Name * icpflon type
[ System Demonstrator } I +|anced ) v l
Workforce Is volun! *

[ Other workforce (OTW) ~ ] [ No

Working with adults in regulated activity *

Working with children in regulated activity *

E

Working at home address *

DBS adult first check required *

- -] [
9 Click Save
System Demonstrator X
Job Role Details
Job Role Name * Application type
[ System Demenstrator ] l Enhanced v ]
Workforce Is volunteer?
[ ‘Other workforce (OTW) ~ ] [ No

Working with adults in regulated activity *

E

Working at home address *

DBS adult first check required *

E

N
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