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• When do I use which AI tool for job cards?

• Guide for using AI in hiring and reclassification processes

• Q&A / Live Demonstration

Goals for today!



Assistants

Get help writing a JD Position 

Overview.  You will be asked to 

provide the job title, level, and some 

relevant details.

JD HELPER

Helps Fund Managers get answers to 

financial management questions and 

processes.

FUND MANAGER COACH

General purpose assistant.  Use this 

for content generation or 

summarization that does not require 

UCSD context.

GENERAL AI  ASSISTANT

Get answers to questions you have 

about UC San Diego. 

UC SAN DIEGO ASSISTANT
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What assistant should I use for job cards?

If you are backfilling an existing position, there is no need 
to make changes to the job card

Use the Job Description Helper in the creation of a new 
job card

Use the General AI Assistant to quickly draft the 
additional language

Existing Positions

New Job Cards

Reclassification / Adding
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Existing positions

Go to JDOnline

Step 1

Find the existing job 
description

Step 2

Use the existing job 
description

Step 3
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New Job Cards

Enter in payroll code into JD 
Helper (ex: Business 
Systems Analyst 2)

Tip: Use the entire payroll 
code, not the abbreviation 
(do not use ‘BUS SYS ANL 2’)

Step 1

Provide the responsibilities 
and qualities for this role

Tip: Create a list separated 
by commas. No need to 
write full sentences

Step 2

Provide feedback to guide 
the AI to the desired 
result (‘update language 
to include project 
management’)

Tip: This may take 
multiple prompts to fine-
tune the result

Step 3
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Reclassification / Adding

Upload PDF of job card or 
paste language to be 
changed into the General AI 
assistant and ask to make 
changes.

Example prompt: “Please 
update the Areas of 
Responsibility and Position 
Overview to include X, Y, and 
Z.”

Step 1

Provide feedback to guide 
the AI to the desired result 
(‘update language to include 
project management’)

Tip: This may take multiple 
prompts to fine-tune the 
result

Step 2

Take edits and update job 
card in PDF, JDOnline, etc.

Tip: You can get a link to 
share your specific TritonGPT 
chat with others.

Step 3



Resources! – Collection at tgpt.ucsd.edu 
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Resources – Self paced AI intro
Available for all audiences
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Resources – Self paced TGPT guide
UCSD staff only
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Resources – YouTube mini-examples
Available for all audiences

NOTE: The first few videos setup 
TritonGPT and prompting.  Videos 
from #4 onward are actual prompts.
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Resources – Micro-learning
Available for all audiences

UI Guide Prompting Guide
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Questions?
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THANK YOU!
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