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	RECRUITMENT TOOLKIT

	PART A: Pre - Interview

	

	· Advertisements
· Writing Successful Advertisements Checklist

· External Advertisement Template

	

	FOR MORE INFORMATION CONTACT THE 

	AAAA HR HOTLINE: 1300 735 306
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ADVERTISEMENTS
SUMMARY

· Once a decision has been made to recruit a new employee, advertising is one of the main means of attracting potential applicants. 

· The aim of advertising is to make people aware of the vacancy and persuade suitable people to apply for it. Therefore, it is also a means of distributing accurate and favourable information and publicity about the organisation to the general public, and the ``image'' the organisation wishes to project should be considered when preparing an advertisement. Some organisations refer to the concept of ``employment branding'' as a means of communicating what the organisation is like to work for. For example, if it has won ``best employer'' awards or similar, the advertising will refer to the awards.
	WRITING SUCCESSFUL ADVERTISEMENTS CHECKLIST
	√

	1. It should attract the applicant's interest and present a favourable image of the organisation.
	

	2. The applicant should recognise what the job is, its basic functions and how it fits into the organisation structure. 
	

	3. It should be clear and distinct, so that unsuitable or unqualified people are deterred from applying.
	

	4. The applicant should see the job as an improvement on his or her present position and be motivated to reply to the advertisement.
	

	5. Constructed around the job's key point of appeal, e.g. salary, enhanced status, location, working conditions or fringe benefits.
	

	6. establishes the level of the vacancy relative to the reader's existing job and can decide whether it is worthwhile making an application
	

	7. Contains at least the following information

· job title; 

· location; 

· brief job description; 

· reporting relationship of job; 

· brief description of organisation, such as size, growth, nationality and brand names; 

· minimum experience, knowledge and qualifications required; 

· any unusual features of the job, such as travel, prospects, danger, responsibility or physical requirements; and 

· Clear instructions on how and where to apply.
	


Realistic Job Information

· In wishing to attract a large number of applications with an advertisement, a company may present itself in a more favourable light than the facts justify. 

· This can be costly in terms of employee turnover. Employees may leave the company if their expectations do not match the actual working conditions; or if the job market is tight employees may not quit, but absenteeism may increase. 

· It has been found that giving employees realistic job information before engagement either in the advertisement or at the interview tends to produce greater job stability in those who are eventually selected since they are more aware of what goes on in the organisation and are less likely to be disillusioned. 

EXTERNAL ADVERTISEMENT TEMPLATE
Insert Company Logo
Position Title 

Introduce the company and vacancy, marketing the organisation and its future to prospective applicants: 

Company Name offers a unique opportunity for an exceptional Position Title to join its team. Responsible for ......, Company Name is strategically placed and committed to substantial growth etc. 

Outline the reporting relationship and the overall purpose of the position: 

Reporting to the Manager's Position, the Position Title is accountable for.................................... 

Detail the specific responsibilities of the position: 

Your specific responsibilities will include: 

• 

• 

• 

• 

List the essential and desirable criteria for the position: 

To facilitate these results, you will need.................................... 

Detail remuneration package and associated benefits: 

An attractive remuneration package is offered to attract quality candidates, and includes.................................... 

Outline how applicants can obtain further information and submit applications, indicating the closing date. 

Prospective applicants may contact Contact Person on Contact Number to obtain further details of the position. Applications should include a resume and should be forwarded to the following address by Closing Date:

Recruiting Manager
Mailing Address 

Applicants are advised that Company Name is an Equal Opportunity employer.

