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A Job Advertisement – What is it and what does it do?

Great! So, you have decided that it’s time to bring another person onto your team, but you are  
lost on what to do next. For decades, employers have used traditional job descriptions to attract 
applicants, but that’s not what we’re here for. The job market is changing, and job seekers are no 
longer attracted to the black and white Times New Roman job advertisements that once existed  
on the market. 

We challenge you to step out of your comfort zone and create an attractive job advertisement 
that represents your employee experience – what it’s really like to work at your company!

 
Difference between a Job Description and a Job Advertisement

A good job description is integral in finding the right talent for your position. There are usually  
two uses for a job description: Internal and External. For our purposes, we will refer to a  
“Job Description” as the internal tool and a “Job Advertisement” as the external tool.

Internally, a job description is an important tool to provide clarity around the key accountabilities 
and success metrics for a role. Externally, a well-done job advertisement can help to draw crowds of 
incredible candidates, or it could get you no response at all. How do you hit the sweet spot and find 
balance between a good and a great job advertisement? Well, the difference is in the content. 

Job Advertisement Job Description

External – Markets the Job Internal - Describes the full scope of the job

Attract applications
Provides a guideline to assess and determine 
candidate qualifications

Communicate expectations and skills needed to 
succeed in this role

Track employee’s performance according to job 
outlines 

Title that catches applicant’s attention Title that accurately describes the position

Brief summary of qualifications and skills 
required, and benefits

Full description of the position and its key 
duties, minimum qualifications, KPIs, behavioural 
competencies

https://www.facebook.com/envolstrategies
https://www.linkedin.com/company/envol-strategies
https://twitter.com/EnvolStrategies
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Aspects of a Job Description

Below is a list of key information included in an internal job description. Having answers to the 
sections below will help you better structure what you are looking for in a candidate. You don’t 
need to answer all of them! Keep in mind that not all the information needs to be displayed to the 
candidate but would be helpful to have in mind when recruiting for the right candidate. 

FOR MORE INFORMATION ON HOW TO DEVELOP A JOB  
DESCRIPTION, CHECK OUT OUR ROLE DISCOVERY TOOL. 

JOB TITLE
REPORTING  

RELATIONSHIPS

JOB  
RESPONSIBILITIES  

& KEY  
ACCOUNTABILITIES 

MINIMUM  
QUALIFICATIONS  

& SKILLS

SALARY  
RANGE,  

BENEFITS  
OFFERED

WORK  
HOURS,  

LOCATION,  
CONDITIONS

SUCCESS  
METRICS,  

KPIS & GOALS

https://www.facebook.com/envolstrategies
https://www.linkedin.com/company/envol-strategies
https://twitter.com/EnvolStrategies
http://envolstrategies.com/build-better-job-descriptions/
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Anatomy of an Effective Job Advertisement

1 Job Title 
Use an attractive and eye-catching job title. Be clear and informative, avoiding 
jargon and buzzwords like “Rockstar” and “Ninja”. We recommend trying 2-3 job 
titles for A/B testing.

3 About the Company 
Summarize your company’s business motto in a few sentences.  
Candidates want to know what your company is all about!

4 Key Responsibilities 
Summarize the role’s key responsibilities in around 6-8 bullet points.   
Consider focusing on key areas of accountability rather than listing every  
detailed responsibility.

5 Qualifications & Skills 
Summarize the most important skills and qualifications in 5-6 points.  
Try to keep your requirements specific, but vague enough that candidates  
won’t self-eliminate from applying. Try to keep your requirements specific,  
but inclusive enough to attract a broad range of qualified candidates.

6 Compensation & Benefits 
Summarize some of the perks of working at your company. Candidates care  
about the tangible and the intangible - talk about your leadership team, work 
environment, and the fun you have with your team!

2 The Hook 
Consider the ideal candidate for this role, and use a few targeted statements or 
questions that “speak to them” specifically. Questions are a great way to help a 
candidate connect to the job advertisement. 

7 Call to Action 
Include clear instructions for the candidate to submit their application. 

https://www.facebook.com/envolstrategies
https://www.linkedin.com/company/envol-strategies
https://twitter.com/EnvolStrategies
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Steps to Creating a Job Advertisement

When creating a job advertisement, one of the first things to consider is whether you have  
an existing job description from the past. Sit down with the hiring manager and discuss some  
of the key points required for this position. 

1 Understand Your Role  
It is incredibly difficult to hire for a role you don’t understand. Use our Role Discovery Tool to help 
clarify the important details of the position. What is the scope of responsibility for this position? 
What skills and qualifications would make the ideal candidate for this position? What salary range 
are you comfortable with? Having answers to these questions will help you summarize the infor-
mation you need into concise bullet points.

Creating a new role from scratch? Don’t worry, we’ve got you covered!

2 Search Career Sites 
Chances are, someone out there has already written a job advert for the position you are looking 
to fill. Why not use their work as inspiration? Take a look on job sites such as Indeed, LinkedIn, and 
Glassdoor to see what your competitors are doing. What aspects of their advertisement catch your 
eye? Consider replicating that in your own ad or build upon it and make it unique to you! 

3 Create a Draft 
An attractive job advertisement is both short, concise, and to the point. Each section is  
condensed into several key bullet points, and a paragraph should never be longer than 4-5  
sentences. If you’ve used our Role Discovery Tool, you can translate each of your text boxes  
into each of the outlined sections.

https://www.facebook.com/envolstrategies
https://www.linkedin.com/company/envol-strategies
https://twitter.com/EnvolStrategies
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Tips to Creating an Effective Job Advertisement

Use an enticing job title

The job title is one of the first things an applicant sees when applying for jobs. If the title does not 
attract them enough to open your job advert, you risk losing top level talent. Here are some point-
ers to creating an effective and attractive job title:

1. Incorporate relevant keywords

2. Avoid using jargon or buzzwords 

3. Include what’s important to you 

EXAMPLE

Think about what’s important to you. Is it integral that the candidate has existing  
knowledge about a certain industry? Is there anything candidates must know before  
applying? Consider adding that to the Job Title.

DON’T:  
Accounts Payable Ninja 
Rockstar Sales Representative

DO:  
Accounts Payable - Construction Industry-
Technical Sales Representative 

https://www.facebook.com/envolstrategies
https://www.linkedin.com/company/envol-strategies
https://twitter.com/EnvolStrategies
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Talk to your candidates

The language used in a job advertisement makes more impact than one may think. A well  
written description allows candidates to identify with the position and generate excitement for  
an opportunity with your company. Consider your audience when writing your job advertisement, 
using language that is authentic to your employer brand and also relevant for your audience. Be 
sure to use “you” focused language that makes the job advertisement about the candidate, not 
about you as the employer. 

EXAMPLE

Step out of the traditional black and white job descriptions and start talking to your  
candidates. What language would you use if you were explaining this position to a friend?

DON’T:  
The ideal candidate will be able to type  
at least 50 w.p.m

DO:  
You have excellent typing speeds

https://www.facebook.com/envolstrategies
https://www.linkedin.com/company/envol-strategies
https://twitter.com/EnvolStrategies
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Make it easy to read

Many applicants don’t read the job advertisement at length, so it is important to condense  
important information into easily readable groups. If you make the description too long you risk 
losing a candidate’s interest or attracting the wrong types of applicants. 

1. Use bullet points and short sentences

2. Include key information

3. Keep it inclusive to capture a broad range of talent

EXAMPLE

In place of long-form sentences and bulky paragraphs, make use of bullet points and lists. 

DON’T:  
The ideal candidate will possess strong 
analytical and quantitative skills. They will 
have experience working with data and 
analyze information to identify problems 
and generate solutions. The ideal candi-
date is adaptable and able to work in a 
fast-paced environment.

DO:  
- You are comfortable interpreting data to     
  make business decisions. 

- You are excited to try new things, adapt  
  quickly, and drive results.

https://www.facebook.com/envolstrategies
https://www.linkedin.com/company/envol-strategies
https://twitter.com/EnvolStrategies


 DONE CREATING YOUR JOB 
ADVERTISEMENT, BUT NOT SURE  

WHAT TO DO NEXT?

THAT’S WHERE WE COME IN! 
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