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Guideline for preparing an advert

The purpose of advertising is to attract and encourage the best people to apply for the job. The recruitment procedure is detailed on the HR intranet site under Recruitment and Selection and Advertising.
Who covers the cost of advertising and where will it appear?
· HR will cover the cost for academic positions on Jobs.ac.uk and for support positions on S1jobs. 

· Positions will also be advertised on the University’s internet and intranet, and Job Centre Plus.

· Additional adverts must be paid for by the School or Professional Service. 

Before advertising you should plan the recruitment timetable, ensuring all panel members and key members of staff are available. An adverts closing date is a minimum of two weeks from the date of publication.

Preparing an Advert

What the advert should do? 

· Attract and encourage the best people to apply for the job.

· Be based on a careful analysis of the job itself. 

· Contents should be relevant, factual, clear, and concise.

· Define the role’s essential elements; teaching obligations, research outcome, qualifications, knowledge, experience and skills etc, within the advert template. 
· The Role Description and Person Specification form will attach to the advert. 
When writing the advert you should… 

· Be specific about what you want and who you are looking for.

· Within the ‘About the Role’ section, use ‘You will…’, rather than ‘We are looking for…’ statements to make the advert personalised to the applicant.
· Refer to the reader as ‘You..’ and use the second person (‘you’, ‘your’ and ‘yours’ etc) in the description. This helps people to visualise themselves in the role. 

· Make the advert easy to read. Less is more. 

· Use simple language, avoid complicated words unless absolutely necessary. 

· Use language that your reader uses. 

· Use short sentences. More than fifteen words in a sentence reduces the clarity of the meaning. 

· Read through your advert to see if it makes sense.
· Take into consideration that most adverts will be part of a composite advert (two or more adverts together). You should therefore focus on the two paragraphs of content and not what will appear at the top and bottom.

When writing the advert you should not…
· Use language that might lead to direct or indirect discrimination, e.g. language which might imply that you would prefer someone of a certain age, such as 'mature', 'young' or 'energetic'. Refrain from stating how many years of experience is required etc.
· Use words and sentences that have implied meanings or are not explicit i.e. only a few specific people might know what is meant. 

· Have too much technical detail about the job. 
· Have too many words - they are a real turn-off, please keep it simple.
· Use uninspiring, boring descriptions of roles. 

· Have too much emphasis on the job and not enough on the person. 

· Put a reference to where informal enquiries can be made (this should not be included in the job description either to avoid any inequality of subjectivity).
Does anyone check it?

HR Advisers will check the advert before placing it. 
