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Marketing Your Position

If you want to attract the top candidates in today’s competitive job market, you must sell them on why your job opportunity is better than hundreds of similar jobs.  While including information about your needs and wants (job description and qualifications), it is important to include information about the needs and wants of the candidate.  Your job posting is one of your most important employment branding tools and it may be your one and only chance to make a good first impression with a job seeker. Your job posting needs to have enough sizzle to compel the job seeker to read it and then apply.  The bottom line is that you are selling an opportunity. 

As recruiters, we expect candidate resumes and application materials to be concise and free from grammatical errors or typos. Unfortunately we don’t always have the same high standards when it comes to our job postings. What reaction do you have to a five or six page resume? You’ll probably skim through the first page and if you don’t find what you are looking for, move on to shorter resumes. The same holds true with job seekers.  Less than 17 percent of job seekers read job postings word-by-word.  Make your job announcement no more than 2-3 pages.   
Here are some tips on how to highlight key aspects of your job.

Job Title

The job title is one of the most important sections of your job posting. You have less than 2 seconds to engage the reader and the job title often determines whether or not they will continue to read through your posting. An effective job title should target the main responsibility of the job. For example, the Human Resource Consultant series includes a variety of specialty areas such as compensation, classification, recruitment, etc. Information Technology jobs are more marketable if they include the specialty, e.g. Microsoft Desktop Support Specialist (ITS 2).
Avoid acronyms and classification titles that will be meaningless to external job seekers. Instead of ITS 3, use Web Developer (ITS 3).    
If you are filling an in-training position, list the goal class instead of the lower class, e.g. Research Analyst 3 (In-Training) instead of Research Analyst 1 (In-Training). 
Salary

If you are willing to start incumbent at higher step, include DOQ with the salary. If you are filling an in-training position, list the starting salary for the lowest class and the highest salary for the goal class. Job seekers are more likely to apply for in-training positions if they can see the potential for salary growth.
Exciting Job Descriptions

If your job description is too long or bland, job seekers will likely pass you by.  Instead of giving a long laundry list of job duties and core competencies, give an overview of the main responsibilities of the position.  Avoid internal acronyms and bureaucratic jargon. Include more interesting challenges and desirable aspects of the job, even if it’s a small percentage.  When appropriate, make sure that the job involves teamwork, innovation, and the latest equipment, and tie the job to your agency’s mission.   

If you are filling an in-training position, be sure to include the duration of the training steps that are being used to reach the goal class. Be sure to mention if you will waive the remainder of the time required at a training step if the employee completes the required elements in a shorter amount of time. 
Example: The Department of Public Relations is currently recruiting for a Research Analyst 3 In-Training. This position will be filled as a Research Analyst 1. After successfully completing a 6 month training plan, the employee will be promoted to Research Analyst 2. Then after successfully completing a 12 month training plan, the employee will be promoted to Research Analyst 3. Note: If the employee completes all elements of the training step in a shorter amount of time, we may waive the remainder of the time required at that training step.

Qualifications

While you need to include qualifications, don’t overdo it.  If your qualifications are too long, you may lose potential candidates. Focus on the hard skills, i.e. education and experience, you would use in a first screening of applicants.  Soft skills, such as communication skills, ability to work in a team environment, organizational skills, etc. can be assessed later through the interview process and reference checks.  
Special Requirements

Be sure to include any special requirements such as travel requirements, background investigations, union dues, or any other conditions of employment.  
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