	STEP 5. 
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20180608
	Job Posting (Full Spectrum Message/ Advertisement) for…
Job Name



	Story.  Tell the candidate why s/he should want this job, keeping in mind the driving needs of the candidate and the driving attributes of the job and your business that will satisfy those needs.  Use plain, simple language.  

The first step is to identify the driving needs of the people likely to be interested in the job (your “target market”), and the attributes of the job or your business that will satisfy those needs.  

Then you create the “story” of your job posting, which tells the candidate why s/he should be interested in the job.  Be sure to personalize the story (use “you”) and to clearly communicate the satisfaction and benefits of the job and of working for your company.

	Driving attributes of the job and your company (related to the candidate’s driving needs)
· 

	Ideas for, or first draft of your story
· 



	Job Identification.  Give the name and location of the job, plus the title (if any).  
Give a description of the job with enough detail so that the candidate will be able to judge if it is a suitable and desirable job for him or her.

	Job Name
· 

	Job Title
· 

	Job Location
· 

	Job Description
· 



	Qualifications.  Describe the qualifications required for the job (so that unqualified candidates will not respond to the job listing).  
You may also want to indicate the desirable, but not required, qualifications.  Use the SEEC+P framework – skills, education, experience, character and personality.  

	Required Skills
· 

	Required Education
· 

	Required Experience 
· 

	Required Character Traits (values and personal traits)
· 

	Required Personality (Profile)
· 

	Desirable (but not required) qualifications
· 



	Response required (action generator).  Tell the candidate what s/he has to do to respond to the job listing.  
Do you want candidates to submit their resumes (with or without cover letters), respond by email or on-line, respond with a telephone call, attend a recruiting event, or some other kind of response?  
Be sure to tell them how to respond – address, telephone number, web site, email address, etc. 

	· 



	Headline.  An effective headline creates a personal connection in the mind of the candidate.  
[bookmark: _GoBack]It identifies the job and states or implies the promise of satisfaction of one or more of the candidate’s driving needs.  You can experiment with various headlines in the space below.

	· 






	First draft of your job posting:  

Use the information you’ve collected in the previous boxes to write the first draft of the job posting you intend to use to recruit qualified candidates for the job.  

If you’re using broadcast channels, use this box to draft the “screenplay.”  

Use the format shown to the right, however feel free to revise it if you think a different format would be more effective with your “target market.”
	Use this format:

Headline
Business identification
Job identification and location
Story
Qualifications
Required response
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