
Job advert template

What’s the role

What does the business do? What does a typical day look like?
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Job Title

Company name

Salary Location

What type of person are we looking for? Any of the following would be a bonus...



What are all the practical details? Location

Start Date

Type of role

Are there any perks?

How to apply

Imagery
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	A2 - What's the role: Describe and summarise your role in 50-80 words.
Try not to use jargon, and mention the kinds of skills or attributes that a graduate could apply to the role
	A2 - Job Title: 
	A2 - Company name: 
	A2 - Salary: 
	A2 - Location: 
	A2 - What does the business do?: Give a short description of your business, approximately 100 words. A helpful sentence-by-sentence structure would be:

1. Company description
2. Year established, number of employees
and location
3. Any notable awards or ‘big name’ clients.
To find out more, visit: [insert website]
	A2 - What's does a typical day look like?: Typical activities might include:

• List a maximum of six bullet points that will give
candidates an indication of day-to-day jobs they
can expect to be undertaking
• You might include ‘Managing our social media
accounts’ or ‘Visiting clients to establish a brief’
• Remember, it doesn’t need to be a comprehensive
list of everything!
	A2 - Any of the following would be a bonus: But don’t be put off if not!

If you have a few ‘nice to have’ skills, add them here but avoid more than a couple – listing all the software, languages and databases you use could be very intimidating to an early-career candidate
	A2 - What type of person are we looking for?: Our ideal candidate for this role will:

• Be a graduate from [any degree discipline/STEM
degree/Humanities etc).
• Use four or five bullet points to describe key attributes and skills eg. have excellent attention to detail and the ability to hit deadlines
	A2 - Your Website: Your website
	A2 - What are the practical details: Starting salary: £XX,XXX-XX,XXX pa. Include any bonus/commission details, length of time to review, or offer a salary range for greater flexibility.
	A2 - Location 2: Full address, you might also want to include details of travel times and public transport links if you are outside of the city centre.
	A2 - Start date: Month, Year ideally
	A2 - Type of role: Provide details of whether it is a permanent or temporary contract, with details of any probationary period if applicable.
	A2 - Are there any perks?: Perks can have a huge influence on candidates, and could be a key differentiator if you can’t offer a very competitive salary initially. If you offer anything from pensions to healthcare, team away days, flexitime, promotion/progression, training, additional holiday for periods of service or office rewards/competitions, be sure to mention them.
	A2 - How to apply: The deadline for applications is: Full date, including time, of the deadline
Please send your application / a CV and covering letter (delete as appropriate) to: Name, E-mail
If you have any informal enquiries or would like to discuss the role, please contact: Name, E-mail, Telephone
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