ADVERTISING TEMPLATE
Before you start writing make sure you take time to think!  It will save you time in the long run.

Checklist:

	If you have other employees in similar roles ask where they have looked to find jobs in the past and what appealed to them about the advertisements.
	

	Make sure you have an agreed job and person specification.
	

	Note down the key selling points.
	

	Who is the audience you want to attract? What’s motivating them?
	

	Where are you going to advertise? Print or online advertising or both?
	

	Is your advertisement going to be very specific to get the candidate or a wider net to attract more candidates? Take account of the market.
	

	What selection process are you going to use? Internal/External or both?
	


Writing:

Jot the key items down

	Title for Advert (not the job title!)

	Sub heading 1 – key selling point

	Sub heading 2 – key selling point

	Paragraph 1 – Company information important to the candidate and a summary of the opportunity from the applicant’s point of view.

	

	Paragraph 2 – Key aspects of the role that show what the candidate will learn or experience.

	

	Paragraph 3 – Express the key education, experience and personal attributes required in a way that will appeal to applicants.

	

	Paragraph 4 – What is the call to action? Who can the candidate ring or email?


Advertisement writing: 10 great tips

· Keep your text short, simple and informal. No more than 200 words.
· Short paragraphs and short sentences catch the eye.

· Be personal – use “you” rather than “candidate”.
· Make it easy to reply – particularly markets where few candidates are available.
· Be prepared to take phone calls and make sure you have the number right.

· Never forget what’s in it for the candidate?

· Try and be a little original.
· Avoid generic words like “excellent communication skills” or “motivated” as these words don’t mean much by themselves.

· It doesn’t have to be clever – it has to make sense to the target audience.
· Get someone else to read your advertisement to see if you are getting your desired message across.
