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Guidelines for writing a job advert
To attract suitable applicants for vacancies they may be advertised in appropriate;
•
Newspapers/journals/professional publications.

•
On websites (such as jobs.ac.uk, Guardian on-line, THES).

•
In-house on Brunel web page and notice boards.

•
Specialist agencies

•
Another other area that is considered appropriate.
Drafting an Advertisement

The advert is your opportunity to get potential candidates to read and understand about your role and the University.  The advert should contain concise information on the main focus of the role. It is important that you give sufficient information to allow the candidate to identify with the role and make a quick assessment of whether they would meet the criteria. 
HR will put check any advert and will ensure it complies with brand rules and includes the correct salary information etc.
Some tips for a good recruitment advert are:
· Keep it short i.e. ideally 10 lines of text
· Font Ariel, 11, and consistent line spacing should all be used

· If your role requires a DBS check to be completed your advert must state this

· The tone should be positive and informal; using “we” and “you” rather than the “the post holder” or “the University”.  
· The name of the College/Department/Directorate should be in the first line of the text
· The salary given should include London weighting and state that its included

· If its part time or fixed term it should state that clearly under the salary for the post
· A short summary of key duties should be given, perhaps taken for the main purpose of the role section of the job description
· An indication of the type of candidate you are looking for should be given listing the most important qualifications, skills and experience you are seeking 
· You can add your details for informal enquiries 
· Avoid using language that might be considered discriminatory.  For example, please do not use words such as recent graduate, young, youthful, junior, and we also don’t specify ‘so many’ years’ experience is required.  

· Advertisements must be both gender and age neutral and free from discriminatory connotations.

All job vacancies will be advertised on Brunel University web pages.

All advertisements will carry the University’s equal opportunities statement and the ‘Positive About Disabled People’ (disability) symbol: “COMMITTED TO EQUAL OPPORTUNITIES AND REPRESENTINGTHE DIVERSITY OF THE COMMUNITY WE SERVE”
You can send a draft advert to the HR administrator contact for your college/directorate to review.   
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Further points to consider when writing a Job Advert
When drafting an advertisement the following should be considered:

What is the aim of your advertisement?

· Attention

· Interest

· Desire

· Action

How do I attract the right applicants?
Your advertisement should:

· Introduce the reader to the post

· Give a clear outline of the post

· State the essential criteria applicants should possess in order to be considered. This should be derived from the Job Description, Attributes and Competencies.

·  Tell the reader where they can get more information.

How do I draft a good advertisement?

The following pro-forma can be followed – The HR Team are also available to provide advice and guidance.

· Sentences should be no longer than 10 words

· Paragraphs should be no more than 5 lines

· Use headlines and bullets to emphasise important issues

· Avoid clichés and jargon

· Do not generalise

· Use one word instead of three

· Be aware of words that may offend

Words, spaces and size in an advertisement add to the cost
Although it is important to be precise and accurate in describing the job to a reader, using too many clichés and technical/professional jargon can spoil the overall affect you are trying to convey to the reader

The better type of advertisement is clear in their language, use everyday general words that is understandable

Some clichés to avoid include:

· Busy active office

· Fast-growing

· Competitive packages

· Challenging and demanding

· Broaden your horizons

· Presentable person

Words that may Offend:
· Girl Friday

· Physically fit

· To work in an all female/male environment

· Fit in

· Must be mobile

· Clear command of the English language
Most adverts are now pointers to the Brunel Web pages and provide fuller details of the vacancy, advert and job description
=============================================================
Advert Template
College / Department
Job Title




Vacancy Ref:


Salary (Grade): £ - £ pa incl. London Weighting 

Advert Text

Closing date for applications: 

For further details and to apply please visit https://careers.brunel.ac.uk
Human Resources, Brunel University, Uxbridge, Middlesex UB8 3PH 

*This position does not meet the University criteria for Tier 2 sponsorship. 

(Remove as necessary)
COMMITTED TO EQUAL OPPORTUNITIES AND REPRESENTING THE DIVERSITY OF THE COMMUNITY WE SERVE
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