WORKTAGC
WorkTAGC - Job Role Creation Guide
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Update User Profile

To update your User Profile, navigate to Profile > Profile Details > Choose File > Upload

Then, Save.

Lina Wee
lina@dnacapitals.com

Navigate to
Profile.
8 Dashboard
Profile
Employee Management

Job Role Management

Course Catalogue

Department/Division

Personal Profile

Profile

Org Profile

We're glad to have you on board

Complete your profile Click to view
Profile Details.

User Profile Picture

[ E Profile Details
B Login & Security

To upload Profile Picture, click to i
Choose File

Choose File & Upload it.

WORKTAGC

Organization Profile Picture

‘ Choose File
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Edit Password

To update your User Profile, navigate to Profile > Login & Security > Edit Password
Edit Password details.

Then, Proceed.

02 Dashboard
ol Click to view H 1
E Profile Details lick to vi Logln & Securlty

O profile Navigate to Login & Security.

Profile. ]

m

Password Email

[F] Employee Management [m Login & Security > [rr— Click to Edit lina@dnacapitals.com

Password.

ﬁj] Job Role Management

e E Profile Details Edit Password

lina@dnacapitals.com
Enter your new password and you're all set. Please use a new and unique password.
B Login & Security

v

Current Password *

Dashboard
&  Enter your current password @

Profile
New Password *

Employee Management
& Enter your new password @

Job Role Management

Course Catalogue

Confirm New Password *

Department/Division

& Re-enter your new password @

Personal Profile

Logout
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Job Role Creation

Role: Creator
To create a new Job Role, navigate to Job Role Management > Job Role Creation > Create

AMNITAI O Job Role Management > Job Role Creation

o Click t t
Lina Wee Job Role Creation ne'vcv ngcﬁeﬁee. m

lina@dnacapitals.com

Job Roles created by me

Search..
OF Dashboard ) o ) .
Job Title = Department / Division + Created By = Status < Aging (Days) Action
QO Pprofile
~ No items to show...
EE] Employee Management
@ Job Role Management Actions to be taken Search..
Role R i
Sl i see vy Navigate to Department / Division < Created By + Status = Aging (Days) Action

Job Role Creation.

e Creation

& Course Catalogue

QG Personal Profile

-:3 Logout
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Step 1: Information
Enter general information about the Job Role, then Save & Proceed.

APITAl o Job Role Management > Job Role Creation

Job Role Creation

Lina Wee

lina@dnacapitals.com STEP 1 STEP2 ) STEP3 ) STEP 4 ° STEP5 ° STEP 6 o

Information Job Role CWF & Key Tasks TSC Skills CCs Skills Job Role Description

OF Dashboard

Job Title *

9\ Profile

Enter general information

[ Manager, Talent Management & Employee Engagement

about the Job Role.

[F] Employee Management

Location Reporting Department/Division

[m Job Role Management

[ Singapore v ]

Job Role Repository

) Department/Division *
Job Role Creation

[ People Development v ]

a» P | Profil i
ersonal Profile P : Click to Save & Proceed B Review
D] Logout to next step.
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Step 2: Job Role

You may select up to 3 reference Job Roles. Click on each of the selected Job Role to view job details. Then, Save & Proceed.

Job Role Management > Job Role Creation

ADITAl O

Job Role Creation

Lina Wee STEP 1 STEP2 STEP3 ® STEP 4 ° STEP 5 ® STEP 6 °

lina@dnacapitals.com Information Job Role CWF & Key Tasks TSC Skills cCs Skills Job Role Description

OF Dashboard

Organisation Job Famil Reference Job Roles
,Q Profile 9 y o
Job Family Track
[]ﬂ Employee Management Human Resource v Employee Experience and Relations v
@ Job Role Management Job Role(s) *

Select up to 3

Select Job Role reference Job Roles.

Job Role Repository

ole Creation

Click to view

jOb el brience and Relations Employee Experience and Relations X

Manager, Talent Management Talent Management %X

am Personal Profile Manager, Talent Management
2] Logout

The Manager, Talent Management develops and implements talent management programmes to groom talent in the organisation for the fulfiiment of current and future

business requirements. He/She designs career pathways to generate awareness on career progression opportunities in the organisation and guides line managers on employee

career development policies and programmes. He manages high-potential talent and succession planning programmes, to develop a strong pipeline for critical roles in the

organisation and ensure business success and continuity. He is also responsible for implementing retirement and exit policies and programmes in the organisation, managing <




Step 3: Critical Work Functions (CWF) & Key Tasks
Select the relevant Critical Work Functions (CWF)
Add more Critical Work Function (CWF) if necessary

Click on each of the selected Critical Work Function (CWF) to add relevant Key Task(s)

Then, Save & Proceed.

ADITAI O

Lina Wee

lina@dnacapitals.com

OF Dashboard

g Profile

[F Employee Management

@ Job Role Management

Job Role Repository

Personal Profile

—B Logout

Optional: To add more Critical
Work Function (CWF).

Job Role Management > Job Role Creation

Job Role Creation

STEP 1 STEP 2

Information Job Role

STEP 3 STEP 4
CWF & Key Tasks TSC Skills

WORKTAGC

STEP 5 STEP 6
CCS Skills Job Role Description

Common From Job Roles
Analytics and Insights, CP
Cross Cultural Management, CP

Labour Policies and Legislation, CP
Manage team operations and performance
Relationships and Communication, CP

Technology and Operational Excellence, CP

Optional: Add more Critical Work Function(s)

Manager, Employee Experience and Relations
Labour Relations, CP

People Engagement, CP

Select relevant Critical Work

Function (CWF).

Manager, Talent Management
Career Management, CP

Integrate Skills Frameworks in the development
and implementation of talent management
programmes

Involuntary Exit, CP

Retirement, CP
Succession Planning, CP
Talent Management, CP

Voluntary Exit, CP

Search or create...

v ] + Add




Lina Wee
lina@dnacapitals.com

OF Dashboard

R Profile

[F] employee Management

E] Job Role Management

Job Role Repository

e Creation

QG Personal Profile

—:3 Logout

WORKTAGC

Optional: Add more Critical Work Function(s)

Search or create... v

Analytics and Insights, CP % Cross Cultural Management, CP % Managete ion
Click on th
Relationships and Communication, CP % People Engagement, CP % Function (CWF) to add relevant

Key Task.

Integrate Skills Frameworks in the development and implementation of talent management programmes % Involuntary Exit, CP % Retirement, CP %

Selected People Engagement, CP

Derive meaningful insights from the employee engagement analysis.
Facilitate action planning discussions with business leaders to identify corrective or improvement actions and resources to implement the action plans.
Provide support to business leaders in rolling out activities to communicate progress of the employee engagement activities.

Translate the insights gained from employee engagement tools and recommend corrective or improvement actions.

Optional: Add more Key Tasks to selected Critical Work Function (CWF)

Search or create... v
Save & Proceed @ Review
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Step 4: Technical Skills & Competencies (TSC)

Select the relevant Technical Skills & Competencies (TSC)

Add more Technical Skills & Competencies (TSC) if necessary

Click on each of the selected Technical Skills & Competencies (TSC) to view pre-selected proficiency level & modify the level where necessary.
Then, Save & Proceed.

Job Role Management > Job Role Creation

Job Role Creation

Lina Wee

lina@dnacapitals.com STEP 1 STEP 3 © STEP 4 STEP 5 STEP 6

Information CWF & Key Tasks TSC Skills CCs Skills Job Role Description

OF Dashboard

Q  profil
~ Trome Common From Job Roles Manager, Employee Experience and Relations Manager, Talent Management
EE] EmployeelManagement Business Acumen (for HR) | Human Resource Conduct and Behaviour Management | Human Business Performance Program Management |
Resource Human Resource
Data Collection and Preparation | Human
@ e - : Digital Marketing and Communication | Human Career Coaching | Human Resource
. Resource
v/, Job Role Repository ¥4 Data Governance | Accountancy . . Career Framework Design | Human Resource
- & Select relevant Technical Skills
S Diversity and Inclusion Management | Human & Competencies (TSC). Competency Framework Development | Human
ob Role Creatio Resource oo aue e Resource
Employee Communication Management | Resource Contingent Workforce Management | Human
o  Profi Human Resource Employer Branding | Human Resource Resource
QG Personal Profile
Financial Acumen | Human Resource Employee Mobility Management | Human
’E] Logout Health and Wellness Programme Management | Resource

HR Risk Management | Human Resource Human Resource )
Involuntary Exit Management | Human Resource




o Lina Wee
% lina@dnacapitals.com

Click on the Technical Skills &
Competencies (TSC) to view
pre-selected proficiency level.
—rrome

[E] Employee Management

|ﬁ| Job Role Management

Job Role Repository

G Personal Profile

2] Logout

WORKTAGC

‘ Human Resource Strategy Formulation | Human Resource ' x ‘ [ Operational Excellence | Human Resource - x ‘ il
‘ Organisational Change Management | Human Resource . x ‘ { Organisational Culture Development | Human Resource ' x }

‘ Organisational Diagnosis | Human Resource ' x } ‘ Project Management | Infocomm Technology . x ]

‘ Stakeholder Engagement and Management | Human Resource . x Technology Integration | Human Resource . x ]

Employee Relationship Management | Human Resource C. 3

Leadership Development | Human Resource ' x

Business Performance Program Management | Human Resource - X

‘ Health and Wellness Programme Management | Human Resource - x

Conduct and Behaviour Management | Human Resource . x ’

Employee Relationship Management
Strengthen employee relationships and facilitate resolutions to conflicts and disputes

Implement s C"C!( Fo select relevant Drive the resolution of conflicts and enhancement of Establish strategies to strengthen employee
Enoy  proficiency level. employee relationships relationships at workplace

5
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Step 5: Critical Core Skills (CCS)

Select the relevant Critical Core Skills (CCS)

Add more Critical Core Skills (CCS) if necessary

Click on each of the selected Critical Core Skills (CCS) to view pre-selected proficiency level & modify the level where necessary.
Then, Save & Proceed.

AMITAl o Job Role Management > Job Role Creation

Job Role Creation

Lina Wee

lina@dnacapitals.com STEP1 STEP 3 (] STEP 4 STEP 5 STEP 6

Information CWF & Key Tasks TSC Skills CCs Skills Job Role Description

OF Dashboard

,Q Profile

Common From Job Roles Manager, Employee Experience and Relations Manager, Talent Management

[F] Employee Management

Collaboration Decision Making

Select relevant Critical Core
[m Job Role Management Communication Skills (CCS). Developing People

. 4 Problem Solvin
Job Role Repository . .

Optional: Add More Critical Core Skills (CCS)

Optional: To add more Critical
[ Building Inclusivity x Vv ]

Collaboration - x [ Communication - x
{ Developing People . x l

Core Skills (CCS).

G Personal Profile

—E] Logout

[ Problem Solving - x

Decision Making - x H Building Inclusivity | New x ‘

[ Creative Thinking - x




-

- Lina Wee
% ’ lina@dnacapitals.com

OF Dashboard

R Profile

Eﬁ Employee Management
Iﬁ] Job Role Management

Job Role Repository

Job Role

G Personal Profile

—E] Logout

WORKTAGC

Common From Job Roles

Manager, Employee Experience and Relations Manager, Talent Management
Collaboration Creative Thinking Decision Making
Communication Developing People
Problem Solving
Optional: Add More Critical Core Skills (CCS)
Building Inclusivity x Vv

NHIIISSS  Click on the Critical Core Skills
communication ([ x < (CCS) to view pre-selected
]

proficiency level.
Decision Making - x

Collaboration - x ]

Developing People - x

‘ Building Inclusivity | New x

Problem Solving Click to select relevant
Generate effective and efficient solutions to solve problems and capitalise on new opportunities proficiency level.

Identify problems and implement guidelines and Determine underlying causes of problems and Anticipate potential problems to drive a culture of
procedures to solve problems and test solutions collaborate with other stakeholders to implement and continuous improvement which seeks to tum
evaluate solutions problems into opportunities across the organisation

v
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Communication Developing People

Problem Solving

Lina Wee Optional: Add More Critical Core Skills (CCS)
lina@dnacapitals.com

Building Inclusivity x Vv

Problem Solving - x
Building Inclusivity () %

Creative Thijp

Collaboration - x

Developing People . x

Communication - x
Decision Making - x

Click on the additional Critical
Core Skills (CCS) to add
relevant Key Task.

OF Dashboard

,o\ Profile

[F] Employee Management

Building Inclusivity

Collaborate with stakeholders from different backgrounds or with di
[E] Job Role Management such as race, ethnicity, religion, gender orientation, age, physical and
status and political belief, to understand the interests of diverse gro

Click to select relevant
proficiency level.

o1 -
, Job Role Repository
N Demonstrate sensitivity to the differences in diversity Manage relationships across diverse groups within Oversee the develop and implement processes and
dimensions and perspectives the organisation practices which build an inclusive work environment
and enable diverse groups to work effectively
together

QG Personal Profile

-:3 Logout

Save & Proceed [ Review
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Step 6: Job Role Description

Write a brief overview of the job role with key responsibilities and requirements

Click to view the reference Job Role Description

Copy the relevant description and paste into the Brief description of Job Role box

Click to Review; edit any section or add comment if necessary & click Back after the review is completed.
Click to Save & Proceed

Select Reviewer & Approver; add comment if necessary

Then, Submit for Review.

Job Role is now submitted to Reviewer.

STEP 1 STEP 2 STEP 3 o STEP 4 STEP 5 STEP 6

Information Job Role CWF & Key Tasks TSC Skills CCS Skills Job Role Description

-

& Lina Wee Brief description of Job Role *
&- lina@dnacapitals.com

The Manager, Employee Experience, and Relations derives insights from employee engagement tools and liaises with business leaders to implement corrective action
plans to enhance employee experience in the organisation. He/She designs the employee engagement programmes based on employee experience strategies in
alignment with the organisation's culture and values. He supports engagements in key negotiations by summarising implications on the business and associated risks. In
08 Dachboard addition, he is responsible for managing team operations and performance at the workplace.

al

The Manager, Employee Experience, and Relations leads by exampl eative solutions to problems, as well as
encouraging innovation within the team. He is diplomatic and highl{SAUTLER=N o i (=Y RO\=IRVI A6 Rig (=N [0l oW (ol ERYY11a 88 e work environment.

Q  profile o .
key responsibilities and requirements.

m

(1]

[F] Employee Management

@ Job Role Management

Click to view the reference Job

Manager, Employee ence and Relations Employee Experience and Relations ol
J e o Role Description.

Job Role Repository

Job Role Creation Job Role Description

e and Relations derives insights from employee engagement tools and liaises with business leaders to implement corrective action
e in the organisation. He/She designs the employee engagement programmes based on employee experience strategies in alignment

The Manager, Employee Experieg
plans to enhance employee e:

QB Personal Profile

Copy the relevant description and paste into
Click to

the Brief description of Job Role box.
review
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ADITAI O Information E]

Job Title

Manager, Talent Management & Employee Engagement

Lina Wee
Edit section

if necessary.

lina@dnacapitals.com Location Department/Division

Singapore People Development

DE Dashboard Critical Work Functions & Key Tasks

-]

9\ Profile Analytics and Insights, CP v

EEl Employee Management Cross Cultural Management, CP v

Dﬂ Employee Management Developing People - Empower others to learn and develop their capabilities to enhance their performance and achieve personal or professional v
goals

[m Job Role Management Problem Solving - Generate effective and efficient solutions to solve problems and capitalise on new opportunities v

Re1

), Job Role Repository

Comments

Add comment
if necessary.

Click Back after
review is completed.
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EE Dashboard Developing People - Empower others to learn and develop their capabilities to enhance their performance and achieve personal or professional v
goals
fo\ Profile Problem Solving - Generate effective and efficient solutions to solve problems and capitalise on new opportunities v
[F] employee Management
Reviewer * Approver *

Select Reviewer

[ﬁ] Job Role Management Tricia

v Catherine v & Approver.

Job Role Repository

Comments

le Creation
Add comment
if necessary.

am® Personal Profile

-E| Logout

. . Click to Submit

Job Role created by me

Navigate to Job Role Management > Job Role Creation to view Job Role(s) created by me.

Job Role Management > Job Role Creation

Job Role Creation [ creae |

-
' & To view list of Job

Job Roles created by me

Role(s) created. Search..

Job Title = Department / Division + Created By + Status + Status of Job Role:

- . .
O Dashboard Draft, Pending Reviewer,

Pending Return / Approved.
Reviewer

Digital Marketing, Manager Technology Lina Wee

R Profile




Role: Reviewer

Navigate to Job Role Management > Job Role Creation > Actions to be taken.

Click on the Job Title to review & approve.

To review Job Role; add comment if necessary

Then, Submit for Approval.

Re1

W, Job

=1 Course Catalogue

Job role that required action
to be taken. Click to approve
Job Role.

Actions to be taken

Job Title ¢

Digital Marketing, Manager

Department / Division <

Technology

WORKTAGC

Search..

Created By + Status * Aging (Days)

Status of

Trica Lim

Pending
Reviewer

Job Role.

Action

1to1 of 1items

m

Reviewer's Name Approver's Name

[F] Employee Management Tricia Catherine

@ Job Role Management Comments

¥, Job Role Repository Add comment
if necessary.

X Role Cr

Iteration History

& Course Catalogue

Remarks added at October 10, 2023 at 04:22 PM by Lina Wee

Remarks : None
Submit for Approval

| Logout
2] Reviewer to Submit

for Approval.




Role: Approver

Navigate to Job Role Management > Job Role Creation > Actions to be taken.

Click on the Job Title to approve.

Add comment if necessary

Then, Approve Job.

Rejl

L\(_I Jo

& Course Catalogue

Job role that required action
to be taken. Click to approve

Job Role.

,O\ Profile

[F] Employee Management
[E] Job Role Management
Job Role Repository

Job Creation

& Course Catalogue

—B Logout

Actions to be taken

Job Title =

Digital Marketing, Manager

1to 1 of 1items

Reviewer's Name

Tricia

Comments

Department / Division +

Technology

Approver's Name

Catherine

WORKTAGC

Search..

Created By + Status * Aging (Days) Action

Lina Wee Pending

Pending Status of

Approver Job Role.

Add comment
if necessary.

Iteration History

Remarks : None

Remarks : None

Remarks added at October 10, 2023 at 04:22 PM by Lina Wee

Remarks added at October 10, 2023 at 04:23 PM by Tric

Approve Job

Approver to

Approve




Job Role Nomination

Nominate New Creator
Creator creates & submits a Job Role; then he/she goes on leave or has left the organisation. To nominate a New Creator:

Step 1:

Step 2:

HR Manager or Reporting Manager of Creator

Note: ONLY HR Manager or Reporting Manager of Creator can reassign New Creator

Any HR Manager to:
e Approve: Job Role has a New Creator

to Reassign New Creator

or

e Reject: Job Role is routed back to HR Manager to renominate another New Creator

CREATE / EDIT & SUBMIT

2 Marketing Manager

|

Job Role
Status: Draft / Return /
Pending Review / Pending Approval

STEP1 [Ny

Requestor

OR - HR Manager
L Marketing Director s

ACTIONS TO BE TAKEN > RENOMINATE

Requestor (fromstep 1)

OR L HR Manager
LMarketing Director &

REVIEW & SUBMIT

2 Marketing Director

STEP 2 APPROVE
v

Nominee
2 Assistant Marketing Director

New Nominee
2

L Senior HR Manager

REJECT

WORKTAGC

APPROVE

Job
] Reposnory
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Change New Reviewer or New Approver

Upon submission of Job Role, the Creator can Reassign New Reviewer or New Approver.
Note: If New Reviewer or New Approver rejects, then Job Role is routed back to the Creator to reselect another New Reviewer and/or New Approver.

CREATE / EDIT & SUBMIT REVIEW & SUBMIT APPROVE

Job
-------- o T ~ Approver Repository
2 Marketing Manager 2 Marketing Director

Job Role

Status: New Reviewer &/on New Approver
Draft / Return / Pending Review 2 2

Job Role

Status: New Approver
Pending Approval 2 2
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Inactive Users
The exclamation mark @ indicates inactive user(s).
If the exclamation mark @ appears besides:

e menu item (left panel) - there is actionable item on the page.
e Job Role or User - this means that the Creator / Reviewer / Approver is inactive. Click on the Reassign button to reassign new Creator / Reviewer / Approver.
Notes:

Only HR Manager orReperting-Manager-of Creater can reassign New Creator.
Only Creator to reassign another New Reviewer and/or New Approver.

OF Training Needs Analysis Job Title + Department / Division + Created By + Status + Aging (Days) * Action
o ) Pendin
A Profile © Business Operations Manager Dev Sheree Lim . 9 36 Day(s)
Reviewer

[E Employee Management
@ Job Role Management

Re ] .

Y, Job Role Repository

Y, J e Creation
Reviewer's Name Approver's Name @ Creator's Name

Bernard Lim Catherine Khaw Sheree Lim
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Tag Employee to Job Role

Navigate to Job Role Management > Job Role Repository
Click on the icon to add employee.

Check to select employee, then click to Add Employee.
Employee is now tagged Job Role.

Job Role Management > Job Role Repository

Job Role Repository

lina@dnacapitals.com All approved Job Roles

Search by Name, Sector, Created By, Department/Division

= Job Role + Department/Division + Created By + Status < Action
OF Dashboard

o Manager, Talent Management & Empl

People Development Lina Wee Click to tag a
A Profile oyee Engagement

employee

[F] Employee Management e

[m Job Role Management

e
Y, Job Role Repository
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OF Dashboard Add Employees Search.
R Profile
EMPLOYEE NAME STAFF ID DEPARTMENT/DIVISION
Dﬂ Employee Management
Lina Wee Human Resource
[m Job Role Management
Tricia People Development
Job Repository
. Catherine People Development
Job Role Creation
Check to select Bernard People Development
employee
am® Personal Profile
-E| Logout 1to 4 of 4 items
Click to Add Add Ermol ]
oyee Discard
Employee e
i Job Role Repository
-
7 Lina Wee
LY 75 < : Employee is
=3 lina@dnacapitals.com E f ploy
mployees Added to this Job Role
= ploy tagged to Job Role Search..
- EMPLOYEE NAME STAFF ID DEPARTMENT/DIVISION
OF Dashboard
g Profile Bernard People Development
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Access Rights

Create Activate / Edit View
Deactivate
Department/Division ™ | ] |
User Account & Details ™ | M 4]
HR MANAGER HIRING (PEOPLE) MANAGER
Delete Action View Create /Edit Action View
Job Role ™ Organisation-wide ™ Department Only
Reassign Creator [l ™
If there is no Reporting
Manager
Approve Change of Creator ™
Reassign Reviewer / Approver M2

Job Profile is in Draft /
Pending Reviewer or Pending
Approver

Tag Employee ™ [l



