5.2.2 
Job advert checklist

	Points to include in a vacancy or position advert
	Checked

	Position title 
	 FORMCHECKBOX 


	Where the person will be based (office/store location, department, suburb etc.)
	 FORMCHECKBOX 


	Succinct description of business activity and market position 
	 FORMCHECKBOX 


	To whom the position reports – or other indication of where the role is in the company’s structure 
	 FORMCHECKBOX 


	Outline of job role and responsibilities 
	 FORMCHECKBOX 


	Indication of scale, size, responsibility, timescale, and territory of role 
	 FORMCHECKBOX 


	Outline of ideal candidate profile (type of person you are looking for to fill the position)
	 FORMCHECKBOX 


	Indicate qualifications and experience required (which could be incorporated within candidate profile) 
	 FORMCHECKBOX 


	Salary or salary guide 
	 FORMCHECKBOX 


	Whether the role is full-time or permanent or a short-term contract 
	 FORMCHECKBOX 


	Other package/remuneration details (pension, car etc.) 
	 FORMCHECKBOX 


	Explanation of recruitment process 
	 FORMCHECKBOX 


	Response and application instructions
	 FORMCHECKBOX 


	Contact details as necessary, for example, address, phone, fax, email, etc. 
	 FORMCHECKBOX 


	Job and/or advert reference (advert references help you analyse results from different adverts for the same job) 
	 FORMCHECKBOX 


	Website address 
	 FORMCHECKBOX 


	Corporate branding 
	 FORMCHECKBOX 


	Equal opportunities statement
	 FORMCHECKBOX 


	Inclusion of a ‘confidentiality guarantee’ on recruitment advert
	 FORMCHECKBOX 



