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Top Tips 
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• Keywords – Our search is based on relevancy, because of this we recommend repeating the job title throughout the advert. Include abbreviations in the title and 
text to make your advert more relevant. When these words are entered, it helps make sure that your job is appearing at the top of the results page and attracts the 
right candidates. We recommend 3-4 times per advert. 

• Job description – Make sure to always provide the job seeker with a description of the position, and any details about the company they will be working for 
(location, company culture, etc.)

• Job requirements – Make sure to always list all authorization, certification, skill sets, education and or specialty experience needed to obtain this position.

• Layout - At one sitting, job seekers, as do employers, have limited time allotted to spend searching and applying for jobs. For this reason, your job postings need to 
be structured in a way that is easy to read.

• Spelling mistakes – Nothing says unprofessional like typographical errors in a job posting. Don’t just spell check your job posting; make sure it is free of grammatical 
errors.

• Add Salary/Benefits - Any time you can add pay or compensation information within the posting, it is highly recommended to do so. It is also worth looking into the 
difference of salary that is offered within different companies for the same roles. If the salary is not the same, it is always smart to include benefits that might 
convince the jobseeker to apply for your position instead!



The Candidate
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Any candidate looking at your advert will be asking themselves these questions: 

• What will I be doing? 

• Where and When will I be working? 

• What experience/qualifications do I need to bring/prove? 

• What will I be earning?

• What benefits are offered?

It’s important that you answer all these questions in a clear and concise way as it will make the candidate click that 
apply button and you will be one step closer to filling your vacancy. 



Job Title 
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The job title is the very first thing the applicant sees. Because of this it’s tempting to give it a flashy name. But because
our searches work with relevancy a fun job title could be left out of the search. 

In the case of a job title it is better to keep what is normal in your industry and to avoid things like “Ninja IT Developer”
or “Jedi Master Accountant”. There is nothing wrong with simply looking for a “Graphic Designer”. When it comes to the 
job title it is best to keep it simple. 



Job Description 
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The job description is a vital part of any job advert. It’s where you highlight location, experience, requirements.

• Requirements can be divided into two categories, Essential and Desirable. Listing them clearly and separately makes it easier for the applicant to see 

what you’re looking for. 

• Make sure that the applicant can easily see the responsibilities they will be expected to perform. 5-7 bullet points will make it easy to read and clear for 

the applicant to see. 

• Setting up 5-7 bullet points about requirements helps make the advert look inviting and easy to read. It’s also easy for the potential applicant to look it 

over and see if they’re qualified. 

• Mention whether or not there are degree and experience requirements. 

• It is beneficial to post about the working environment.

• If your job listing has certain universal requirements, such as an accountant being able to do basic calculus, there’s no need to waste space on this. 

• Don’t spend too much effort on the company description. If the applicant is interested they will look for the necessary information themselves. It’s 

better to put a smaller section about the company with things that are important, like vision, mission, goals etc.



Layout – Do’s and don’ts 
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When you create your advert you want it to look inviting to the applicant. It’s where you can be most creative and set 
your company apart. We’ve created a list of do’s and don’ts for you to keep in mind when constructing your advert. 

Do’s
• Bullet points. Bullet points opens up the text and 

makes it look lighter. It’s more reader friendly. 
• Mobile friendly. Many job seekers use their mobile 

devices to look for and apply to jobs. Keep this in 
mind when constructing the advert. 

• What you want to see. The best piece of advice to 
keep in mind is to think: ‘how is my experience 
looking at this’. If you get lost in your own text 
how will it look to someone else?

• Keep it consistent. When you create your advert 
make sure that everything is kept in the same font 
and writing style. It gives the advert a professional 
look. 

Don’ts
• Avoid walls of text. The applicant isn’t going to 

spend their time reading it all. That means 
important information may get lost and you’ve 
wasted your time writing it. Smaller sections are 
viewer friendly. 

• Avoid long descriptions about the area. It makes it 
seem like you’re advertising it and not the position 
you want filled. The applicant is likely to avoid 
applying and your want your vacancies filled. 



Benefits 
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It’s important to list true benefits. Pension and holidays are not benefits but required by law in the UK. 

If your company has things like flexibility, dental plans, gym membership, life insurance, provides additional education 
etc. these are the things you want to highlight. They make the company more attractive to potential applicants. 

A good list of benefits will make your employees brag about their job and be proud to work for you. 



Job Advert Example 1 – The Good
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Customer Support Specialist
Salary/rate: €16 - €18

Tired of the same surroundings and the rain pouring down days on end? 
Come work in sunny Athens. With reasonable hours we’re prepared to offer you a chance for great weather and time to explore the historical city. 

The Company
WhoCom’s global team provides high quality customer support to a wide range of customers. Our award-winning customer support specialists work 
tirelessly to always provide our customers with the best possible help. 

• Winner of the 2018 Lyseng award
• Among the first to test the CRM Bounce 

The Position
We’re looking for full time customer support specialists who will put our customers first. 

• Fluent in English and Greek
• Enjoy talking with people on the phone
• Experience is a benefit but not a requirement as we will train you

Benefits
Working for WhoCom we’ll make sure you feel appreciated. We know our employees are what make the company and the face of the business. As such it is 
important for us to know that we care about your wellbeing. Some of our benefits include: 

• Generous dental plan
• Bonuses 
• Flexible working hours
• And much more (all details are fictitious)



Job Advert Example 2 – The Bad
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• Customer Support Specialist 

• Salary/rate: €16 - €18

Would you like to work in a bustling, busy city where no two days are the same? Come work in Oslo for a new company that’s starting 
to take off. 

Oslo is the capital of Norway and a city that’s always on the cutting edge of innovation. It is also in the process of getting certified as a 
sustainable tourist destination. 

When you’re not spending your time in Oslo we encourage you to go visit the beautiful nature all around Norway. The fjords are never 
far away and an absolute must see for anyone. 

At WhoCom you’ll be working in Oslo to help our customers in English and Norwegian with all their tech needs. 

In the evenings after work you can roam the city or visit one of the many cultural options it offers. Such as the famous Munch museum 
or go to a concert if you hit just the right time of year. 

Getting around in Oslo is no problem. It has been voted greenest capital in Europe and as such offers excellent public transport options. 

(all details are fictitious)
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Contact us
customercare@careerbuilder.co.uk

Thank you!
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