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This template provides the major sections that you should include in your job posting along with an explanation of what to include in each section.  At the end there is a sample job posting which you can amend with your own information

Section 1: Information about the organization

This is where you help the candidate understand the mission of your organization, the culture, and what it’s like to work there.  It should include:

· A brief description of the organization.

· Why your organization is a good place to work.

· What it’s like to work there (e.g., casual, flexible, team environment, etc.)

· Opportunities for development and career progression
Section 2: Information about the role

Give a sense of what the role entails and provide enough information about the minimum qualifications for the position to allow readers to self-assess whether they meet the position requirements and minimize the number of unsuitable applications.

· Job title  

· Purpose of the position

· High level overview of responsibilities

· Identify whether they will be part of a team, leading a team or working independently

· Work location and travel requirements (if any)

· The title of the manager for the position

· Requirements including experience, qualification, skills and personal attributes

· The salary and benefits associated with the position (may say the salary is dependent on experience)

Section 3: How to Apply

This section advises candidates:

· Where to get more information (typically your website)

· How they can make their application (e.g., by email, by mail, online application) and the necessary contact details

· Whether the selected candidate will need to meet any special requirements, for example, language testing or criminal records check

· The application deadline

· To cut down on work and prepare candidates it’s useful to advise that while all applications  are appreciated, only those candidates selected for interview will be contacted
Sample Job Posting








ORGANIZATION NAME

[Organization name] is dedicated to [organization’s mission] through [how the organization accomplishes its mission]. Our employees enjoy [e.g. a casual work environment, opportunities for development and a real opportunity to make a difference]

JOB TITLE, LOCATION




[Full time/part time]



 $salary or wage

In collaboration with [title of manager], the [job title] [how the position contributes to the organization and overall purpose].  Key responsibilities include:

· [list key responsibilities and tasks]
Successful candidates will have: 
· [list key requirements from the job description].
HOW TO APPLY  
For more information and a full job description visit www.organizationwebsite.ca Applicants should send a resume and cover letter outlining how they meet the specific requirements of the position to email@organizationemail.ca by CLOSING DATE. 

While we sincerely appreciate all applications, only those candidates selected for interview will be contacted.

Please note the selected candidate will be required to submit to [any special requirements e.g., criminal records check].
	A national organization agreed to post this policy on www.hrcouncil.ca as part of the HR Toolkit. Sample policies are provided for reference only. Always consult current legislation in your jurisdiction to create policies and procedures for your organization
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