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Job Advert Assistance Template
This job advert template is designed to extract the key areas required for JobCentre Plus copy writers to write an effective job advertisement for you. It is widely believed that the content of job adverts can sometimes create major barriers for unemployed Job Seekers. The Care Alliance for Workforce Development has collaborated with JCP to devise a checklist for you, in an effort to eradicate any perceived barriers, offering information and guidance on how to write an effective job advert for your organisation.
Good advertising highlights the attractions of the position and appeals to the career needs and concerns of the desired applicants.

It is worth taking the time to create an advert that is effective and attractive as there is a high correlation between adverts that clearly set out the benefits of a role and organisation and recruitment success.
The acronym AIDA is a useful tool for ensuring that your advertisement appeals to your target audience. 

The acronym stands for:

· Attention (or attract)

· Interest 

· Desire 

· Action 

This means that good job advertisements must first attract attention (from appropriate job-seekers); attract relevant interest (by establishing relevance in the minds of the ideal candidates); create desire (to pursue a great opportunity), and finally provide a clear instruction for the next action or response.

A good job advert will include:

· Job title

· Salary (please include any shift allowances or enhancements for qualifications)

· Location

· Duration, full time or part time (e.g. flexible hours?)
· Date Posted 

· Pension details (other benefits, e.g. long service additional holidays)
· Description, your lead paragraph must expand on the statement made in your job title and the excitement it created – draw people in the Unique Selling Point (what sets your job and organisation apart from the competition)
· Responsibility, timescale and nature of the role
· Ideal candidate profile should give a clear description of transferable skills and attributes e.g. compassionate, patient, interested in people.
· Transport required? (Mileage paid?)
· Qualifications and experience required Asking for specific qualifications can sometimes prevent applicants from applying. An alternative phrase, ‘Experience is preferred but not essential, as full training is provided up to NVQ level 3’. 
· Response and application details
· Required Criminal Records Bureau (CRB) check, successful applicants are required to provide an enhanced disclosure. 
· N.B. Stating that the disclosure expense will be met by the applicant can create a potential barrier. 
A poor advert will include: 
· Too much technical detail about the job or organisation
· Job title which does not relate to the nature of the job

· Complicated words 
· Too many words 

· Uninspiring descriptions of role and ideal candidates

· Too much emphasis on the job and not on the ideal person
· Stating that the CRB disclosure expense will be met by the successful applicant 

Discrimination:
It is important to avoid discrimination during the recruitment process. This not only is a legal requirement, but also gives you the best chance of getting the right person for the job.  
· Stating a preference for a man or woman in a job advertisement is unlawful sex discrimination unless the requirements of the particular job mean that it is lawful to employ only a man or a woman.
· Advertisements should not include age limits, unless these can be objectively justified. Avoid using words and phrases such as ‘young and dynamic’ or ‘mature person’.
· It could be discriminatory to restrict the advertisement of a job to a particular religious publication.
Example Template 
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Employer Vacancy Form

Employer Details

	Telephone Number including STD code:
	**

	
	

	Fax Number including STD code:
	


	Name of Company:
	: 


	Address:
	***
	Name:
	

	
	
	Position:
	

	
	
	Tel No & ext:
	

	Postcode: 
	
	Email address:
	


	Type of Business:
	Residential Care 

	No of employees:
	100+
	Disability symbol user:
	


About the Vacancy

	Job Title: Care and SUPPORT WORKER  
	Number Required: 1

	Wage: 6.00 PER HOUR + PAID BREAKS

	Hours – actual days and hours to be worked: 12 PER WEEK, BETWEEN  8AM-8PM INCLUDING EVENINGS AND WEEKENDS

	Duration: Permanent

(permanent or temporary. If temporary, the duration): PERMANENT 

	Location of Work (Including Postcode): 

	Duties:
· Exactly what the job involves.  
· Essential skills, experience and qualifications required for the job.
· Desirable skills, experience and qualifications.

· Equipment that will be used.

· Any available training.
	Are you caring, patient and good with people and are looking to pursue a career in social care? Our care assistants are ordinary people living extraordinary lives and are dedicated to the care of our elderly residents. We’re now looking for someone with the same sense of compassion to join our friendly team. Whether NVQ qualified or new to care work, you’ll have the natural, caring personality needed to make a real difference. You’ll enjoy a wide variety of benefits including paid breaks, free uniform, training, pension & life assurance. Successful applicants will be required to provide an enhanced disclosure. Disclosure expense will be met by the organisation.  



	How does the employer wish people to apply for the job?

(please circle)
	You can apply for this job by telephoning ###### and asking for Fred Blogs

	Closing date for applications:  


JobCentre Plus has specified that job adverts remain short, sharp and to the point, as job seekers spend a significant amount of time job searching. 

A previous example of a job advert placed with JCP for a Care and Support Worker:
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An example of alternative approach:










How to Place Vacancies with JobCentre plus

There are a number of ways you can notify JobCentre Plus of your vacancies,
· By Phone 0845 6012001 between 8am and 8pm

· By Text Phone 0845 6012002

· e-mail your vacancies at any time to 
employerdirect-vacancies@jobcentreplus.gsi.gov.uk.
· By Fax 0845 6012004
Some Initiatives that could help your Recruitment

Work Trials

A Work Trial lets you try out a potential employee for up to 30 days, at no cost to your business, before you decide whether to make them a job offer. It is, in effect, a test period in a real job, and an ideal opportunity to fill a vacancy with minimum risk. A Work Trial gives you time to find out how well suited a person is to the job, and to the culture and workforce of your company, and also gives the potential employee the time to decide if a job is right for them. This often means they are more likely to want to stay with your company.
A Work Trial is suitable for most jobs over 16 hours a week that are expected to last at least 3 months. If you offer a Work Trail to someone they will continue to receive their benefit, plus expenses which we will pay.

There are some terms and conditions which Jobcentre Plus staff can give advice on. To find out more contact the Labour Market and Recruitment Adviser at your local Jobcentre Plus office.

Recruitment Subsidy

To help make your next recruitment decision an easy one, Jobcentre Plus is offering £1000 for every eligible person that you recruit, who has been claiming Jobseeker’s Allowance for six months or more.

Thousands of eligible candidates looking for work want you to notice their potential and may refer to the £1000 in their letter of application, as part of their CV, on your application forms, or during your recruitment process.

Payment will only be made for eligible candidates moving into work that is expected to last for a minimum of 26 weeks and average a minimum of 16 hours per week. To find out more contact the Labour Market and Recruitment Adviser at your local Jobcentre Plus office.

Job Title: Care and Support Worker 





This Local Employment Partnership employer shares information about new starters with JobCentre Plus for statistical purposes only. See www.dwp.gov.uk for more information. Previous experience is preferred but not essential as full training will be given. Duties will include the day to day care of all residents. Successful applicants are required to provide an enhanced disclosure. Disclosure expense will be met by applicant. 


There are various shifts available from 18 to 33.75 hours. ��

















Job Title: Care and Support Worker 





This Local Employment Partnership employer shares information about new starters with JobCentre Plus for statistical purposes only. See www.dwp.gov.uk for more information. 





Are you caring, patient and good with people and are looking to pursue a career in social care? Our care assistants are ordinary people living extraordinary lives and are dedicated to the care of our elderly residents. We’re now looking for someone with the same sense of compassion to join our friendly team. Whether NVQ qualified or new to care work, you’ll have the natural, caring personality needed to make a real difference. You’ll enjoy a wide variety of benefits including paid breaks, free uniform, training, pension & life assurance. Successful applicants will be required to provide an enhanced disclosure. Disclosure expense will be met by the organisation.  











Good opening statement, use selling words wherever possible to maintain the interest of the reader.





Communicate clearly, concisely and simply the key information about what you are looking for











Poor opening statement, the advert makes no attempt to gain the attention of the reader. 





It is important to express what makes this particular opportunity unique and worthwhile.








Advert should clearly state the type of care involved describing duties and responsibilities





Strong selling words that show the benefits within the role will help to keep them interested.








Uninspiring description of the role can discourage interest.





Too much emphasis on the job and not enough on the person.











Be aware that asking the applicant to fund their own CRB creates a financial barrier. Inevitably, you may be at a disadvantage when compared to other employers. 





Are the attributes and qualifications expected of candidates really necessary for the role?














