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Change header if using for agency purposes
Checklist: Effective advertisement
	☐
	Open with a strong headline to attract the attention of your ideal applicants and signal the opportunity.

	☐
	Include a summary of the agency/team purpose, role and who it serves.  

	☐
	Provide a positive and realistic overview of the vacancy aligned to job requirements. Do not use the full position description.

	☐
	Use subheadings to structure information and improve readability.

	☐
	Use short sentences or bullet points to make content easy to read.

	☐
	Describe the benefits package presenting the agency as an attractive employer such as:
· culture and values
· location and flexibility
· career development opportunities
· wellness and other employee benefits
· creative elements that help the agency stand out.

	☐
	Explain what the agency is looking for in a new employee including assessment criteria that describe the required:
· skills and knowledge
· characteristics and mindsets
· behaviours needed for success.

	☐
	Use plain and inclusive language that:
· is positive and applicant focused (for example, “You have the opportunity to …” 
rather than “The successful applicant will …”)
· focuses on skills and abilities rather than years of experience
· includes gender neutral wording
· limits the use of ‘insider language’, jargon and acronyms
· avoids ageist language such as “go getter”, “high energy” and “digital native”
· includes the agency statement on valuing workforce diversity and inclusion.
Use images and videos where possible to add interest.

	☐	Set out the steps in the recruitment process so applicants can determine if they require support or adjustments.

	☐	Provide contact points including:
· hiring manager who is available through all stages of recruitment with knowledge of the role, assessment process and selection criteria – and encourage interested people to talk with them before applying
· a contact person to discuss required adjustments.
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