
Here's your guide to writing that Job Description that 
will definitely land you the Right Person for the job. 

Write Appropriate Keywords For The Job Title 

Target the correct employee by using keywords on the Title. Most job seekers 
search for their skills online. You have to target the skill sets you are looking for. 

Are You Human? 

Write your job description like a human. When you sit down to write the 
description, keep in mind that you have to be relatable. It wouldn't hurt to put a 
little personality on your post. Use professional wit and enticing words to let your 
applicant know that it's fun to work for you. 

Simplify Your Process 

Lay a process that is easy for both you and your applicant. You can let them fill 
out a qualifying form before actually scheduling a Face to Face interview. 

Preferred or Required? 

Be Specific on your skills preference and the talents that you require your 
applicant. 

Collaborated Description 

Collaborate with your team. Have a brain dump session of the skills you would 
want the new addition to the team should have. 

Tell Your Story 

Write a brief description of your company, you want your applicant to know who 
and what of your company. As mentioned keep it as human as possible.



(Company Name) is currently looking for (Position Open) that has the knowledge in 
(General Tasks) that are anticipated to work (40 hours per week). The work will also 
include the following tasks: 

(List tasks and specific skills needed – Identify the tasks and skills that are 
preferred or required) 

Our growing team would love to welcome someone with a vibrant personality and a 
can-do attitude, like us! 

(Company name) has been in the (industry) for (years) we believe that (your vision) 
our aim is to provide exceptional customer satisfaction always. 

If you think you are the person we are looking for, send your resume to 
(company@greatcompany.com) with the subject (Awesome Position Opening) and 
follow the steps that will be sent to you. 

Job Description Template


