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Ten Ways To Improve Your Job
Descriptions

As an HR professional, one of your most important
responsibilities is to create clear and effective job
descriptions that attract qualified candidates.

Here are ten ways to improve your job descriptions:

1. Use clear and concise language: Avoid using overly technical or
complicated language. Use clear and concise language to describe
the job responsibilities and required qualifications.

2. Highlight the key responsibilities: List the primary responsibilities
of the role and indicate the percentage of time that the employee will
spend on each task.

3. Include required skills and qualifications: Clearly state the skills,
qualifications, education, and experience required for the role. Ensure
that these requirements are realistic and essential for the position.

4. Use inclusive language: Use gender-neutral language and avoid
language that could be perceived as discriminatory or biased. Avoid
using words that may be unfamiliar to a diverse audience.

5. Indicate the level of seniority: Clearly state the level of seniority for
the role, such as entry-level, mid-level, or senior-level.

6. Outline the reporting structure: Clearly outline the reporting
structure for the position, including the manager and any direct
reports.
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7. Describe the work environment: Describe the work environment,
including the company culture, work schedule, and any physical
demands of the role.

8. Indicate salary and benefits: Indicate the salary range for the role,
along with any benefits or perks, such as healthcare, retirement
plans, or flexible work arrangements.

9. Use formatting to improve readability: Use bullet points, headings,
and subheadings to make the job description easy to read and scan
quickly.

10. Review and update regularly: Regularly review and update job
descriptions to ensure they are accurate, up-to-date, and reflect the
changing needs of the organization.

By implementing these ten tips, you can improve the quality of your job
descriptions, attract qualified candidates, and increase your chances of
hiring the best fit for your organization. Remember that a job description is
a critical communication tool between the organization and the candidates,
and it should be clear, concise, and accurate.

About MoshJD:

Job descriptions are the foundation of a relationship between a company and employee. They define the
expectations and form a binding agreement between parties. However, too often trust in this relationship is
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