
Clearly describe the job title and 
location, as these are two of the most 
important things candidates are 
looking for. Also, list the salary an 
applicant can expect and if the position 
is full-time or part-time. We want to give 
applicants all vital information upfront. 

Title and Summary:

Pro Tip! Use Relevant Keywords: Include 
common keywords and phrases in your job 
posting so that when job seekers are looking, 
they find your company. Don’t forget to 
include alternate job titles that could 
describe the same position!

Benefits:
Applicants are looking for companies 
that value them and offer benefits, so 
be sure to list them to stand out. 

Pro Tip! A Little Something Extra: 
Do you offer something fun for employees 
outside of standard benefits that would be 
exciting to add? This is a great way to 
include something extra enticing for 
candidates and show off your culture 
simultaneously. Share additional employee 
activities like holiday parties, team 
competitions, or charity work.

To attract ideal candidates, always 
outline the specific tasks and duties 
the employee will be expected to 
perform. We want the best people to 
apply, so clarity about what the job 
entails is essential.

Pro Tip! Make it Personal: Applicants 
want to join a team and be part of 
something, so to stand out from the rest of 
the job boards, get a little personal and 
sound welcoming in your language. Feel free 
to let your brand’s personality come out.

Overview and 
Responsibilities: 

This should list the education, skills, 
and experience necessary for the 
position. To attract suitable 
candidates, be clear about what 
you’re looking for.

Pro Tip! Be Transparent: We want to 
attract the right candidates, so give them 
the information they need to make an 
informed decision. 

Qualifications: 

Aspirational storytelling is key. After 
you’ve given the potential 
candidates the information about 
the role and what to expect, tell 
them about your company! What 
you do, how it’s done, and a little 
about your team goes a long way to 
prospective candidates. Don’t forget 
that the applicants are looking for 
what they want in a job, too! 

Pro Tip! Share Company Values 
and Culture: Allow candidates to know 
about your core values, mission, community 
involvement, or company culture to attract 
talent that will fit right in.  

“About Us” Company 
Information:

Sign off with a welcoming message 
to your applicants. This is another 
chance to make an impression by 
showing them the nature of your 
company and what you provide 
for others.

Pro Tip! Application Instructions: 
Specify how to apply for the job, including 
any necessary materials and deadlines. Give 
candidates everything they need to apply 
successfully.  

Conclude with 
a Thank You: 



ATTEND LIVE EVENTS 
Attend industry events, 

conferences, and job fairs to 
network and promote your 

open positions. You can even host 
your own open house where 

potential candidates can learn 
more about your company and 

the open position. 

POST ON JOB BOARDS AND 
CAREER WEBSITES 

This is a quick and easy way to 
reach a large pool of job seekers. 

CONSIDER TARGETED 
ADVERTISING 

Place targeted ads in industry 
publications or on websites that 

are popular with your target 
candidate pool. 

TRY RADIO ADS  
Promote your job opening on local 
radio to let the community know 

you’re hiring. Radio has a broad reach 
and trusted hosts that audiences love. 

SEND AN EMAIL BLAST
Use your email list to tell 

everyone your company is 
hiring along with a call to 

action for applicants.  

UTILIZE SOCIAL MEDIA 
Share your job opening on your 

company's social media 
accounts and encourage your 
employees to share it as well. 

LinkedIn is a particularly good 
platform for job postings. 


