
Instructions for Printing Position Description  
 

Step 1: Open a browser and login to BUworks portal: http://www.bu.edu/buworks 

Step 2: Click on Manager Self Service 

Step 3: Click on Position Descriptions 

  

 

 

 

 

 

 

 

 

Step 4: If you have a position id that you want to see the description for, enter the position id and click 

on Execute. The position description will display. 

 
 

Step 5: If you do not know the position id and want to search by name, such as say Manager, type *MGR 

in the Search Term field and click on Execute. A hit list with possible matches will appear. You may 

choose the row you are interested in by double clicking on it. 

 

http://www.bu.edu/buworks


 
 

Step 6: You can now see details of the Org Unit, general description of the position, essential functions, 

current holder of the position, requirements profile for the position and a description of the job family. 

 
 

 
   



 
 

Step 7: To print the job description, click on CTRL+P and you should see the following window appear. 

Click on green arrow after specifying number of copies and number of pages. 

 
 

Step 8: You can also download and save the position description by clicking on Menu  List  

Download. Choose Clip Board from the options presented. You can then paste the description to a Word 

document or Excel document from the Clip board. 



 
 


