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Switch Primary Job 
 

Notes for Managers:  

 The only reason you would ever need to switch an employee’s primary job would be to 

end the job you have stewardship over and the employee has multiple positions. Only 

the employee’s secondary job can be ended. Therefore, if your position is the 

employee’s primary job, you will need to switch it to the employee’s secondary job and 

then see the training on End Additional Jobs. If the employee has only one position, see 

the training on Terminations.  

 A Primary job is the employee’s job that is the default or main job (often the first job 

they were hired). Managers over the primary job will only be able to see the job they 

have stewardship over. They will be unable to terminate or end the employee’s job until 

they switch their primary job, as the primary job cannot be terminated if there are 

secondary jobs held by the employee. 

 Secondary jobs are any other jobs held after the primary job, and are identified by a 

plus sign next to the job name (HR Office Assistant +). As the manager over the 

employee’s secondary job, you will be able to see other positions held by the employee. 

Any secondary jobs can be ended since they are not the primary – To do so, see the 

training on End Additional Jobs. 

 As the HR Partner, you will be able to see all jobs held by employee and can follow the 

same process below.  

 

1. Enter the employee’s name in the search bar and view their profile. 

 If you are the supervisor over the employee’s primary job, you will see the 

employee’s title for their position under their name. You will be unable to view other 

positions held by employee.  

 If the employee holds multiple positions and you are the manager/supervisor over 

the employee’s secondary job, you should see Other Jobs below the employee’s 

name. 

2. Click the Related Actions button next to the employee name (three dots inside an 

orange box) and hover over the Job Change action.  

 If the End Additional Jobs option appears, this means you are over a 

secondary job and have no need to Switch Primary Job. Go to the End 

Additional Jobs training to further the termination process.  

3. If End Additional Jobs does not appear under the list of actions, select Switch 

Primary Job.  

4. Click on Reason and a drop box will appear. Choose from the options the reason 

you are switching the employee’s primary job 
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5. Enter the Effective Date 

(Note: The following information will be filled in automatically) 

6. Click Submit.  

What’s Next?  

 Once you have submitted the Switch Primary Job form it will be sent to the 

appropriate HR Partner. You will see an Up Next message appear after submitting the 

job change. This informs you who will be approving the submission and what processes 

remain.  


