Writing a Job Description
It is imperative that your job description communicates the right message to potential candidates.  The wrong message may result in attracting the wrong caliber of candidates.
What to Include:

· Job title and identifying factors – This section should include job title, location, hiring manager job title, department, job code number, job status, salary parameters and date the job is posted.
· Company information – A brief write-up of your company vision, service offerings and history.  Use this section to distinguish your company from other employers.
· Summary statement - Provide a brief summary of the position.  It might be best to summarize the position goals and main responsibilities for the organization and/ or team.
· Detailed tasks and responsibilities – Provide a detailed list of job functions and responsibilities.  Include short term and long term goals.  Include how this individual will be interacting with others in the company.
· Percentage of functions – This is not essential, however, some companies like to outline the percentage of time dedicated to different responsibilities or tasks.
· Reporting line and relationships – This section can be often overlooked.  Outlining reporting relationships and the focus for each relationship within the company creates a clear vision for not only your company, team and yourself, but also for potential candidates.  This is incredibly helpful in attracting the right caliber of candidates.
· Key performance indicators – This section also creates a clear vision of what this new candidate is tasked to accomplish for the company and team, which is communicates a strong message to potential candidates.
· Credentials needed (required and desired) – It is important to have two sections here to clearly distinguish between what is an absolute requirement and what is a preference or desired skill.  Be careful to have realistic expectations here.  
· Competencies needed (core, continuity and technical) – This is not a required section, however, it can create a very meaningful message to potential candidates.  It also helps to align your team on the competencies and credentials needed for this position, which is beneficial for the interviewing process.
· Working conditions – This section can detail any physical requirements or working conditions necessary to do the job.
· Conditions of service – Requirements needed for new hires can be included here, such as background checks, drug tests, credit check, etc.  This sets the expectation up front of the interviewing process needed before candidates can come on board with your organization.  This section is not required and can often be left out if detailed in the application or interview process.
What to Avoid:
· Outdated descriptions – It is important to avoid using old job descriptions as is.  So many things can change within an organization.  Using an outdated job description can waste a lot of time and essentially attract the wrong candidates.
· Unrealistic wish list – As a hiring manager you must decide the crucial requirements a candidate must have in order to be successful in the position and what would be “nice to have” credentials.  Unfortunately other people who are reviewing the resumes of your potential candidates may only forward those candidates that meet all your required skill sets; hence they may leave out some very qualified candidates who do not meet all the requirements.  It is important to be flexible to open the door to candidates who may have been shut out.  
· Unrealistic skill sets – In today’s market hiring managers are trying to make the most out of each hire.  Many cases this can lead to combining two jobs into one.  When doing so it is essential to understand that a candidate with all the required skills may not exist and if they do it may take a long time to identify them.  You will save a lot of time by identifying what is needed to be successful in the position as well as what is realistic.
· The wrong vision of job – Many cases a job description may communicate a message that is either too junior or too senior.  This can be eliminated by taking the time to identify a clear vision through the job description. 
· Lack of integration – Job descriptions should also be used to show how the team works together towards a common goal.  This will ensure that your job description creates a clear message on everyone’s responsibilities and goals within the team.  Plus the key performance indicators can be used to assist with performance reviews.
