How to Write a Job Posting TALENT GROUP

A job posting is different than a job description.

Job descriptions describe—exhaustively--everything the role does. Please don’t do this in your job postings!
Job postings are marketing documents, meant to be consumed in one reading, typically on a cell phone. They
need to be brief and compelling.

We want potential candidates to read through the entire job posting the first time they encounter it so that
they make an on-the-spot decision to follow up. You want to excite and entice potential candidates. You want
the candidate to think “This describes me perfectly—I have to apply!” Your job postings need to be catnip.

Job postings should include four parts: Overview of the Role, Who You Are, What You Will Do and How to
Apply.

OVERVIEW OF THE ROLE

This is a short paragraph that lists the structure of the role including hours, pay, who the role reports to, and
who reports to the role.

Job postings are marketing
Start with a blank sheet of paper rather than an old job posting. .
This will help you to avoid the trap of including ideas that are documents. Be brief and
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Also, you should list the exact pay, or at least a very narrow range. You can’t attract the right candidate if they
don’t know how much the job pays. Not listing the pay wastes everyone’s time and worse than that, it repels
high quality candidates. Ask a high quality candidate if they would ever apply for a job that doesn’t list the pay
...would you?

WHO YOU ARE

This is a list of 7 to 10 bullet points that describe the experience and attributes of employees who are likely to
be successful in this role.

Start with the work experience that you require, such as “Five years of experience working in social services”
and “Three years of experience leading a team of direct reports”. After two or three of these, list attributes
that would be most helpful to have, such as “Close attention to detail” and “Ability to draft documents quickly
and without procrastination” and “Ability to connect with absolutely everyone, even if their background is
different from yours”.

Be open to this role being a step up in a person’s career. The most talented applicants often don’t want to
take a job they feel they have already done. The most talented applicants are often looking to take a step up in
their career.

For most jobs, formal education is not required, so resist the temptation to require it or even list it as
preferred. If you must include it, for example if formal education is required by statue or policy, then list it last.
Education bias runs rampant in hiring, so do yourself a favor and don’t even refer to it.



WHAT YOU’LL DO

This is a list of 7 to 10 bullet points that describe the main responsibilities of the role. List these in order of
approximate significance. Each bullet point should describe only one idea—no cheating by including multiple
ideas into a single bullet point, even if they are related. Remember, if you want to be exhaustive, you can do
that in the job description, not the job posting.

Don’t use lists of verbs, e.g. don’t say “Plan, design, maintain and update...” when it would be simpler to say
“Lead...” If you're tempted to use a list of verbs, just choose one. Save the others for the job description.

HOW TO APPLY

Provide a link to apply and state whether a cover letter is required. If the role isn’t expected to write company
documents, then don’t require a cover letter.

. . L A cover letter is a barrier to
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in the role. A cover letter is a barrier to applying, and you want to need one at the time of
remove as many barriers as possible. Consider asking for a writing

sample later, in lieu of a cover letter. application?

Don’t set an application deadline. It’s happened more times that we can count that we hire the last candidate
who applied. Passive job seekers are slower to apply than active job seekers because they are often successful
and satisfied in their jobs. So instead of setting an application deadline, say that applications will be reviewed
as they are received, so candidates are encouraged to apply early.

Most hiring managers underestimate how important job postings are to
attracting the right candidates. Let us help by writing your job postings.
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