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HIRING TOOLKIT
Guidelines for Writing Effective Job Descriptions

Job descriptions can be a powerful recruitment tool, as most job searches start online. However, to stand out in a competitive talent market, you must create engaging job ads for a variety of audiences. We have put together this tool for you to use when first developing or reviewing your job ads, so you can be sure you are positioning your openings in the best light to attract the right candidates.
While it is important to convey the type of person needed for the role, including the skill sets and experiences, it is equally important to sell the role in a personable way. This is especially true in today’s competitive labor market, where diverse candidates are highly sought after.
You can engage the reader by shifting the focus from what is required of the candidate to what the role and company can offer the candidate. By highlighting your company’s background, its culture, and how people will be supported to grow and develop, using the format and content below, you will stand out and attract more high-quality and diverse candidates than you otherwise would.
Recommended format
Organizations often take their internal job descriptions and post them to external job boards and advertisements. This poses a couple of issues. First, the reader doesn’t get a full picture of the job or the company. Second, these internal documents are mostly focused on the internal needs of the organization, with qualifications that are often outdated or incorrect. When a posting has an extensive list of qualifications, people often read these first to decide whether they meet all of them before reading the entire ad, or even considering the role or company. This is especially true for underrepresented or diverse candidates.
To make postings appealing to more readers, including diverse audiences, balance the ad to include more about what is in it for them; in other words, sell the role to the reader. You can do this by including details about the company culture, diversity and inclusion, growth and development opportunities, and benefits.
We recommend the following format and content so the ad is easy to read and focused on the things candidates care about.
Company intro and background
Highlight your company’s main services, markets, history and recent achievements, as well as its mission, vision, and values.
What you will be doing
Responsibilities, job activities and duties. What makes the work they will do great? What will make it interesting and meaningful?
How will the job contribute to business objectives and goals, and to the greater organizational vision and mission?
Describe the typical day, giving a realistic job preview while also highlighting the interesting and appealing projects they would be involved with.
Who you will be working with
What makes the organization a great work culture? What is unique about your culture? How does it differ from the competition?
What makes the people at your organization great? What makes the people they will work with (coworkers, team members, managers, mentors) great? Write about who they will be working with and how those people will support them.
How they will be supported to grow
Emphasize holistic support systems and development opportunities:
Training and development programs and opportunities
The potential for growth: advancement, increased responsibilities, compensation
How will this role give them a better and more interesting opportunity to reach their full potential and goals?
How will they learn and be supported in gaining new experiences?
Highlight key employee benefits and rewards your company offers, such as work-life balance.
Qualifications
Separate required qualifications (needed on day one) from preferred qualifications (beneficial attributes or experiences, or qualifications that could be learned or developed on the job).
Invite people to apply anyway, for example: “If you think you qualify, but don’t necessarily meet every single point on the job description, please still get in touch. We’d love to connect and see if you could be a great fit.”
Other
Comment on the ease of the application process to encourage people to apply, something like:
	Example  “Our Talent Acquisition team is ready to act immediately on those candidates who are the best fit for the role. You will hear from someone in Talent Acquisition to schedule a phone screen, and then the next step will be a virtual interview with a hiring manager. We take pride in moving qualified candidates through our process in a transparent and prompt manner.”



Guidelines
When drafting your job ad, keep the following in mind.
Job titles
Titles should be short, easily understood, and relevant to the market.
Keep job titles to about 50 to 60 characters, roughly 3 words or fewer.
Make titles as specific as possible and in line with industry standards.
Include the job level and experience: entry (1 to 3 years), mid-level (4 to 9 years), senior (10+).
Readability
Your ad will be read by a wide and diverse audience who will scan it and spend only about a minute reading. It needs to be focused, organized, brief and easy to understand.
Keep the total length of the ad to around 4,500 characters.
Keep paragraphs short, 3 to 10 sentences.
Keep sentences concise, about 15 to 20 words, or below 20 syllables.
Write at an 8th grade reading level.
Font
Because the ad will circulate on many job boards and mediums and needs to be read quickly, use easy-to-read fonts.
Arial, Tahoma, Century Gothic, Trebuchet, Calibri and Open Sans are all recommended.
Don’t use italics, as they don’t stand out enough. Use bold to highlight.
Structure and content
Use the organization’s prescribed or recommended format.
Describe the role clearly, including responsibilities, activities, deliverables, and expectations.
Bullets are useful, but too many are overwhelming:
No more than a third of the ad should be bulleted.
List the most important things first.
Don’t start bullet points with the same words over and over.
Language
Use positive, engaging, and personal language.
Use first and second person to engage the reader (you, you will).
Use the active voice (subject + verb + object).
Use action verbs (plan, engage, resolve) frequently.
Remove subjective language when describing qualifications or desired attributes.
Avoid passive, weak or vague words such as maybe, some, various.
For example, avoid ‘expert in’ and use concrete language to show skill or experience levels.
Limit adverbs; use adjectives instead.
Don’t overuse certain words.
Avoid jargon and acronyms.
Avoid buzz words and fluff.
Don’t spell out numbers.
Make sure job titles are gender neutral (don’t use ‘man’).
Limit gender-biased words:
Don’t use his/her or he/she; replace them with “you,” “their” or “they.”
A valuable resource on gendered wording in job ads is the appendix of Gaucher, Friesen and Kay (2011).
Use current recommended terms for underrepresented groups (e.g., Black, Latinx, Asian, Indigenous).
A great resource for bias-free language is the APA guide to bias-free language.
When describing language requirements, don’t use ‘native’; use ‘fluent’ or ‘proficient.’
Remove gendered terms such as ‘guys’; use people, folks or team instead.
Limit age references or inferences:
Don’t use ‘young,’ ‘digital native’ or other terms that tie ability to age.
Don’t put a cap on years of experience.
Limit disability-related language:
Don’t use ‘speak,’ ‘see’ or ‘walk.’
If you mention benefits, make sure their names are neutral:
‘Parental leave’ instead of maternity leave.
‘Legacy clause’ instead of grandfather clause.
‘Nursing rooms’ instead of mothering rooms.
Review job qualifications continuously, so they don’t restrict diverse candidate pools and stay accurate and up to date.
Reviewer checklist
Once you have a first draft, have a reviewer go through these questions.
Read the job description out loud. How does it read? Are the points clear and concise? Would you be motivated to apply? Does it present an appealing job to do, and company to work for?
Job title
The title is concise, appropriate in level and experience, relevant, and in line with the industry.
Structure and format follow the guidelines above.
Content
After reading the description, how well will candidates understand the work they will be doing?
Are all the main responsibilities and duties accurately described?
Are the qualifications accurate and clearly described?
How well will the reader understand what your company’s work culture and environment are like?
Are the most important bullet points showing up first?
How positive and engaging does the description read?
Are certain words used too often?
How much jargon, fluff, buzz words, or acronyms are used? Remove as much of this as possible.
Language
All language throughout the ad is clear and concise.
The ad is free of biased or unapproved language (discriminatory, off-putting, outdated).
The ad uses the active voice, with little to no passive voice.
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