Department of Personnel – Recruitment & Assessment


Writing an Effective Announcement
The following information provides the basics for a solid job announcement.  The asterisk (*) identifies key information that should be included in all job announcements.
*Job Title:  Do you have an eye-catching working job title that is descriptive and clear to someone outside your organization? For example, using “Java, C++ Sr. Programmer” will typically generate a better candidate pool than “Information Technology Specialist”. 
Agency Profile:  Does your job posting provide insight into your organization’s environment, culture, and purpose?  For example, is your workplace environment casual, formal, or team-focused?  Do you offer state of the art technology or opportunities for career growth? 
Selling an Opportunity:  If you want the star candidates, you need to convince them that your opportunity is better than the competition.  Remember your job posting is one of your most important branding tools and it’s your chance to make a good first impression with the job seeker.  

*Salary:  Have you included your salary?  If you are willing to start the incumbent at a higher step, include DOQ with the salary.  If you are filling an in-training position, list the starting salary for the entry-level class and the highest salary for the goal class.  

Benefits:  Have you described what makes your total work/life package stand out from the crowd e.g., retirement options, flexible work schedules, insurance coverage for pre-existing conditions; shared leave; optional tax-free special accounts to pay for dependent care or health care expenses; and opportunities for growth?
Location:  Have you included the city and state?  Remember that the Web is international and job seekers may be viewing your posting from anywhere in the world.  What are some of your community’s unique entertainment, scenic, recreational and area attractions that make your city a desirable place to live? What makes your office location a great place to work?  

Duties:  Is your job description short and to the point by giving an overview of the main responsibilities of the job?  If your job description is too long or bland, job seekers will likely pass you by.   
*Minimize the Qualifications:  Did you include a short list of the most significant qualifications that you would use in the initial screening?  Remember that soft skills, such as the ability to communicate or follow directions, are better assessed through the interview process and reference checks.

*Special Requirements:  Did you remember to include any special requirements, e.g. travel requirements, background investigations, union dues, or other conditions of employment?

*How to Apply:  What do you want the candidate to do next?  Send a resume or cover letter?  Apply on-line?  Clearly communicate how to apply and provide contact information. Have you indicated a timeline to apply such as midnight of the closing date or 5:00 pm?

Relevant Keywords:  Use keywords to ensure your job can be found on Google, Yahoo, Career Builder and other niche sites.  Think from the job seeker’s perspective on words they would search on that describe the position they may be looking for.
Keep it Short and Sweet:  What reaction do you have to a five or six page resume?  The same holds true with job seekers.  Less than 17% of job seekers read job postings word-by-word; keep them to one or two pages and proof them for errors. 






[image: image1.jpg]




12/9/2008
2

