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Writing job postings for the web

Writing a job posting for the web is different to writing for the paper-based press.  Let’s start by answering a few important questions.

1. Should I write a lot of copy, or not much? 

           Answer: you should write as much as you need. 

Scrolling and reading from a screen takes effort, so people read slower. This suggests keeping things short and sweet. On the other hand, if people are interested in a job, then it’s important to give them a full picture. One of the great advantages of the web is that you can give readers more information, at less cost. On balance, if it’s interesting stuff, we lean towards more. If it’s dull and uninspiring, we recommend less. Much less. See question 8 for tips on how to make it interesting.

2. Can I simply cut & paste a job description and person specification? Answer: please don’t.

While they can give an idea of the job and what’s needed, they’re a bit ‘chapter and verse’. They lack personality too. Take off your logo, and one JD looks like any other. If you have to use this as the base, be selective about what information you include. See question 8.

3. Should I write in paragraphs, or use bullet points?
Answer: both.
When people read on the web, they don’t read every word. They scan, looking for the information they want. So, if you can help them find it easily, you’re onto a winner. How though? Well

· Bullet points are good

· Especially if you group them into neat little sections

It also helps to keep paragraphs short, so people can scan and find out if it’s interesting. If it is, they’ll read to the end. If not, they’ll skim over to the next one.

This means, again, that paragraphs are best kept as short as you can.

Another way is to highlight and emphasise important words, or use:

Paragraph headers which say what the paragraph is about. This is quite useful in signposting features.

4. Is there a right way to ‘structure’ an online job advert? 
Answer: no.
You can use a structure of course. You often see job postings using headings such as ‘The organisation’, ‘The job’, ‘The requirements’. This can help, but it’s no more right than doing it differently. If there’s no standard template, there’s no right or wrong way. One thing that often helps though is a short précis at the very top which outlines why someone should want to do this job. For example: ‘A first-step into accountancy with excellent training and prospects for career progression.’

5. Is readability and accessibility an issue? 
Answer: always 

Bearing in mind the possibility of a mixed readership, it is always sensible to make sure the language is clear and simple to understand. 

6. Can I assume the reader’s familiar with the rest of the site?                Answer: no.
You shouldn’t assume anything. The best way to write the copy is to think who you’re writing for and what they need to know. See next question.

7. Should I tell, or sell? 
Answer: TELL people the things that will SELL the job.
When people read your posting, they should have enough information to be able to make up their mind about the job. This means telling them interesting things in language that’s appropriate to them. ‘Salesy’ language tends not to work too well in job adverts, so avoid boasting, don’t use superlatives (great, fantastic) and keep the information fact based and action-orientated: Find out more… Apply now…

8. Is there anything I can learn from ‘traditional’ areas of copywriting for jobs?
Answer: yes. The following checklist will help you. 

· Does your job title make sense? The job title must speak out and make sense to the reader. Not all job titles do. 

· Does your advert give the right kind of background information? Every job is different. Respect your audience, and think about what your ideal candidate would like to know, or needs to know about you, the team, the job. What sort of things would they like to know, and what can you tell them that’s likely to get them interested? Things like new facilities, new developments, approaches, the team’s structure and the support it offers, the culture, the training opportunities, potential for career progression… every job has a story. Find it and tell it.

· Is it clear what the person needs to do the job? This is perhaps the single most important part of the advert. If you expect a big response, go into details about the skills and experience you need. On the other hand, if there are likely to be a few replies only, why limit yourself even further? Put in the essentials, but leave it as open as possible. 

· Are the benefits clear? The salary is a benefit of course, but think of all the other benefits too… like the training, the culture, the opportunity, the support… These are the things that interest people in moving jobs. 

· Is the writing friendly, or straight-laced and formal? It’s best to be friendly, without being chatty. Write in the second person - e.g., say ‘you’ instead of ‘the successful candidate’. It’s more personal. And try to steer clear of internal jargon. It means nothing outside.










