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ADVERTISING
Where you advertise is just as important as what you advertise.

There are many choices when it comes to “spreading the word” about your job vacancy. Some examples include personal networking, print (i.e. newspaper), electronic (i.e. internet or your organization’s website), in-house posting, recruitment agencies, trade associations, etc. 

The advertising medium that you choose is dependent upon the type of job to be staffed, the labour market, the cost, your company’s resources (i.e. money, time), etc. Each medium has its advantages and disadvantages and you need to determine what is best for your company.

Your job ad should contain the following elements:

· Job title

· Specific job skills required

· Key points about the job and what makes the job special

· Experience, background and education level required

· Salary range or hourly rate and benefits (dependent upon the type of job and industry)

· Hours of work (including the need for overtime if applicable)

· Information about the Company

· How to apply

· Website address (so the applicant can obtain more detailed information)

A sample job ad is included at the end of this section.

Remember…Do not misrepresent the job. This can result in turnover and job dissatisfaction.

SAMPLE JOB AD FORMAT
Sell the Company
Provide a brief description of the organization and its purpose.
Key points about the job

Include a brief summary of job duties/responsibilities and required qualifications.

Salary and Benefits

Provide the annual salary, salary range or hourly rate, hours of work and a brief statement about benefits. The information provided in this section is dependent upon the type of job and industry.
How to apply

Provide the applicants with specific information on how and where they apply.

Reference your website

This is an option but it may be a way for an applicant to obtain more detailed information about your organization and the job.
SAMPLE JOB AD
ABC Biz was created in response to the public outcry against the inhumane production of widgets.  We work closely with local producers around the world to ensure modern working conditions and fair pay for employees.  Not only do our customers enjoy quality widgets but they also feel good about how this product was produced.  

Demand continues to grow and we are once again adding to our team of caring and dedicated employees.  We have an immediate requirement for a:

Secretary to the Manager of Human Resources

As an integral member of the Human Resources Team, you are an experienced secretary who has the ability to consistently deliver high quality services and results in a fast-paced environment.  Your skills and abilities also include:

· Strong interpersonal and organizational skills

· Exceptional responsiveness to client needs

· Strong verbal and written communication skills 

· Initiative and the ability to work with minimum supervision

· Excellent knowledge of the following computer software: Microsoft Word, Excel, PowerPoint, Quicken and Outlook

· A college diploma in Office Administration and 5 years of progressively more responsible secretarial experience. 

· At least 6 months of experience working in a human resources environment

Salary: $30,000 per annum plus a comprehensive benefits package

If you meet the above qualifications and are interested in an opportunity to work in a dynamic environment that embraces mutual respect and support then we would like to hear from you.

Please apply in writing, preferably via e-mail, by January 31, 2004, to:

ABC Biz, Human Resources Division, X Street, Ottawa, Ontario, K2P 3Y7     E-mail: jgcornerstones@rogers.com

All applications are treated as confidential.  We thank all applicants for their interest; however only those selected for an interview will be contacted.

Cornerstone Management Solutions Ltd. agreed to share this document as a resource for the CCHRSC’s HR Toolkit. Resources are provided for reference only. Always consult current legislation in your jurisdiction to create policies and procedures that meet the needs of your organization.
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