CHECKLIST FOR WRITING ONLINE JOB ADVERTISEMENTS

 FORMCHECKBOX 


Company name and description.  You’ll elicit more interest if you tell applicants a bit about the company and its culture, including a brief company history, benefits offered, description of the work environment, etc.

 FORMCHECKBOX 


Relocation policy.  Since people from all over the country — and the world — may see your ad, explain your company’s policy on providing relocation assistance.  It may be a deciding factor for some.

 FORMCHECKBOX 


Employment status required.  Let applicants know whether you’ll assist them in applying for visas.

 FORMCHECKBOX 


Contact information.  Give applicants the information they need to ensure their résumés reach the right person, whether it’s you or the HR department.  Offer as many reply options as possible, including e-mail, fax, and postal mail.

 FORMCHECKBOX 


Location.  Since many people who see your ad will not be local, include city and state, plus the closest well-known city.  For example: Jersey City, NJ, near New York City.

 FORMCHECKBOX 


Detailed job description.  Remember, online job postings aren’t as limited as newspaper ads.  Give as much information about the job as possible, so applicants will be better able to decide if they’re truly qualified before they send their résumés.

What to include in your online job description:

 FORMCHECKBOX 


Job title(s).  Job titles are often company-specific.  For example, a secretary at one company may be called an administrative assistant at another.  To cast the widest hiring net, use multiple words in the title of your posting, if possible.

 FORMCHECKBOX 


Required skills, experience, and education.  Use specific action words, computer programs, licenses, and certifications, etc.  Be sure to distinguish between “must have” requirements and those that are “nice to have,” and make sure the skills, education, and experience you specify are truly job-related.

 FORMCHECKBOX 


Essential duties.  Describe what you expect the employee to do.  List the job’s responsibilities, scope, and relationships within the company.  Don’t forget to distinguish between the mental functions of the job (i.e., inspecting, cataloging, researching) and the physical requirements (i.e., lifting, packing, sorting).  Remember: The more accurately you describe the position, the more likely it will be that truly qualified candidates will find your ad and apply.

 FORMCHECKBOX 


Other information that can help weed out unqualified applicants.  In addition to the information above, you should include any factors that tell applicants why they should — or shouldn’t — send you their résumés.  Here are some examples.

· You must have clearance to work in the United States to be considered for this position.

· Background checks are performed as part of the hiring process.

· As a condition of employment, all new hires will be expected to pass a drug test (or skills test, physical agility test, etc.).

· Résumés without a salary requirement will not be considered for employment.

· The starting salary (or salary range) for this position is...

· This position is full-time (part-time, temporary, etc.).
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