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Wording of advert.  This should be concise but include enough information on what the job is (i.e. some key elements of the job taken from the Job Description) and key criteria from the Person Specification so that the potential applicant can decide whether they meet the requirements and want to apply.  Those who do not meet the requirements can exclude themselves.





Any relevant information about the School/Department/University should be kept to 2/3 lines for brevity.





Avoid any suggestion of discrimination.





Is the advert in a logical sequence starting from the general, leading to specifics?





Remove any technical or other jargon – if it is not necessary – try to reword it.





Remove any superfluous words like ‘applications are invited from’ or ‘due to the retirement of the postholder.’  





If there is any action you want applicants to take are you able to deal with them administratively?





As advertising space is expensive, please keep the text as concise as possible; it is purely to attract candidates.





You are invited to provide applicants with detailed information when completing 'Further Information for Applicants'.[place the insertion point on the line above this and type all the text of the advert as normal.  The box will expand as you type]
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