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Job advert template
Below is a template you can use as a basis for writing a job advert.

Job title to go here

Salary: £xx,xxx

Contract type: i.e Part time / Full time / Permanent / Fixed-term
Hours per week:

Location: xxxxxx


About the role:

First write a short summery of the job, for example: ‘We are seeking to appoint a proactive and motivated Student Progression Mentor to join our dedicated team.’

Then describe the key responsibility for the role creating a picture of the aims and objectives of what that role is trying to achieve. 

Then describe the attributes of the person that would succeed in the role. 
For example, ‘people person, good communicator, strong organisational skills, a team player.’ 

Focus on essential duties: Writing a wish list can put off good candidates who don’t fulfil all the criteria. It is unlikely that a candidate will have everything you want, focus on the essentials. What must the candidate be able to deliver for you? 

Remember to add a link to the job description.

About the company: 
Write about your company values and vision.


Other benefits:
List down any other company benefits that might help to sell your job:
Examples:
• Learning and development opportunities
• Exclusive discounts and perks
• Annual leave
• Wellbeing and health support
• Culture and recognition
• Competitive pension scheme

Further information:
For an informal discussion about this post, please contact:
Name:							
Phone:
Email:

How to apply:
Give details of how to apply for the role. 


Closing date for applications: Date and time to go here

image1.png
KENT & MEDWAY
Eout” Growth Hub

Your gateway to business
growth

Business





