
 Select the Position Management module from the dropdown box in the upper 

right corner of the screen.  

 

 Click “Staff”  on the Positions sub-menu to open the Staff Positions (Position Library) 

page  
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 Search for and then select the desired position. 

 

 

 Click on the Reports tab. Then click on the . Staff Position Description

 

 

 



 This will open the Staff Position Description in a printable report format. 

 


