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Job Posting Template (use as a guideline only)

Copy and paste the following job posting template into a new document and insert your own details.

(Title of Job)

(Location of Job)

Company: {Name of Company} provides {products or services the company provides} to {describe your customers}. {Name of Company} {explain why the company is a good place to work}.

Job Description: Your main responsibilities will be {give a detailed overview of the responsibilities of the position}. On a day-to-day basis, you will be expected to {list the main tasks associated with the job}. To achieve this, you will be working {alone, as part of a team, as leader of a team, etc.}. Your work will enable the company to {state why this job is important to the company}.

Requirements and Qualifications: You will be a {explain the type of person you are looking for: e.g. motivated, good leader, self-starter, etc.}. You will have completed (educational requirements} and will have a minimum of {years} of experience in {type of work}. You will have demonstrated strong skills in {name skills, e.g. time management, organization skills, leadership, communications skills} and will be {note any special requirements that the person will need to meet; for example, willing to travel, available for weekend and evening work, available on short notice, able to lift 50 pounds, etc}.

How To Apply: Applications may be submitted by {mail, e-mail, fax, etc.} no later than {Deadline for Applications} to:

{Company Name}
{Competition Number: if applicable} 

{Mailing Address} 
{Telephone Number} 
{Fax Number} 
{E-mail Address:} 
{Website Address:}

Attention: {person or position, if applicable}

Keywords: If this information is being prepared for use in an Internet posting, be sure to include keywords for searching. For example, you would list the key words in the position title, (and any alternatives that might be used for similar positions). You would also list key words from your education requirements, listed certifications, and essential duties. These words would be used by job seekers to find positions that are suited to their personal skills, abilities, and qualifications. Ensure you are complying with the Ontario Human Rights Code in all postings and interview questions.
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