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Creating an Effective Recruiting Advertisement 
 

Follow these guidelines to create an effective job advertisement: 
 

JOB TITLE  

❖ Use a title that is recognizable and common for this type of job. Include an industry designation. Do not use 

internal jargon or vague phrases like “Level III” or “Experienced Software Help Desk.”  Instead try “Project 

Manager” or “Project Manager / Construction.”  Include Keywords, searchable by Candidates. 

 

TIP: Search Indeed.com or CareerBuilder for a ‘searchable’ title that best matches the responsiblities and 

skills of your position.  

 

ABOUT THE POSITION  

❖ Job Ads are marketing pieces, used to attract qualified candidates. Begin with a header or secondary title 

that emphasizes the most attractive points of the position, why would someone be intersted in this position, 

such as: 
    

• exciting duties   

• great work location  

• above market compensation    

• opportunity for advancement   

• great work environment 

• intriguing clients 

    

Be sure to SELL THE JOB by highlighting the most attractive features ! 

COMPENSATION / BENEFITS  

❖ Include Salary, health benefits, retirement, any vacation and sick paid time to attract more candidates. 

 

JOB KEY / RESPONSIBILITIES  

❖ Write a short list of bullet points to convey the most important aspects of the position needed to perform 

the job successfully. Repeat Keywords through the Job Ad . 

 

JOB REQUIREMENTS / SKILLS 

❖ Use a short bullet point list to outline the desired experience level, education level, specific skills, 

certifications, and software knowledge that the ideal candidate will possess.   

 

COMPANY DESCRIPTION  

❖ Not every business is well-known so it is important to include a description of the employer and the core 

business of the company.  

❖ SELL THE COMPANY - make sure to describe why it is a good place to work. 

❖ Tip: Include your website URL 

❖ Confidential? You do not have to include the name of the employer or website in the advertisement.  

 
Ready? Flip over to get started …  
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JOB AD TEMPLATE 

  

 Job Title:   

 

 Position: 

 
 
 
 
 
 
 
 Compensation / Benefits:  

 
 
 
 Job Key / Responsiblities:  

  1. 

  2. 

  3. 

  4.  

  5. 

 
 
 Requirements / Skills:  

  1. 

  2. 

  3. 

  4.  

  5. 

 
  
 Company Description: 
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