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• Cut the long paragraph about your company to two great sentences; use your   
 careers page or LinkedIn company page for more detail

• Ruthlessly delete buzzwords

• Write simple sentences

• Use bulleted lists

• Put any legal requirements at the end

• Write like you’re speaking to the candidate.

• Replace “the ideal candidate” with “you”

• Be direct and personal

• Read it out loud: If you wouldn’t say the words, don’t use them

• Replace dull subheadings with engaging ones                                                         
 (e.g., “Skill Requirements” vs. “What You’re Good At”)

• Describe a day in the life with the nitty-gritty details; help candidates self-select,  
 saving everyone time

• Talk about problems and projects, and don’t sugarcoat the not-so-fun parts   
 of the job. Great candidates want to make an impact and don’t shy away                
 from challenges

Winning job descriptions share a handful of common characteristics. We’ll review those briefly and then show 
how they work in a template that you can modify to meet your company culture and different jobs.

In short, we agree with a 2014 article on LinkedIn’s Talent Blog that says the best job descriptions are:

HOW TO CREATE WINNING JOB DESCRIPTIONS 
FOR YOUR COMPANY CULTURE

Concise

Conversational

Packed with Personality

How to do it:

How to do it:

How to do it:

http://info.clearcompany.com/
http://info.clearcompany.com/

