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Job Advert Guidelines

· Where to advertise – local press, internet, local centres, business e-forums, Jobcentre Plus, The Engage Partnership etc. Look into costs, size of adverts, audience that it will target etc

· Make it Clear – know exactly what you are asking for and adapt it for the type/style of media that you are using

· Make it Stand Out - look at other adverts to assess which layout or wording would be most suitable for you

· Keep it brief – more details can be added in the Job Description and Person Specification. Often, the more words, the higher the cost!
· Cover all key points, such as:

· Job Title

· Job Reference Number

· Location - e.g. Brighton, home-based

· Full Time / Part Time / Temporary
· Hours of Post

· Salary – pro rata if not full time and an hourly rate has not been stated. Ensure that it is above the minimum wage (check online or through your local Jobcentre Plus)
· Brief Details of Post – keep it very brief e.g. to manage tea rooms or to provide recruitment advice and guidance to our clients 

· Job-specific Requirements / Exemptions – e.g. female required as working with vulnerable women or exempt from Rehabilitation of Offenders Act (1974), therefore enhanced CRB (Criminal Records Bureau) check required. Please seek advice if you are unsure of the legal requirements
· Applications Welcomed From – to be used with caution but can be used to attract specific under-represented groups if you have clearly identified a business case for this e.g. women, BME (Black, Minority and Ethnic)
· Essential Qualifications For Post – ensure that these are actually ‘essential’

· Preferred Qualifications / Experience

· Name of Organisation – possibly include logo for branding purposes
· How to Apply - contact details for application 

· Closing Date

· Date(s) of Interview – if known, this is very helpful for the applicant to plan ahead
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