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Creating a Job Posting from the JDQ  

Questions? Contact your Staff Recruiter.  

 An effective job posting description typically contains two components: an overview of the role 
and the job responsibilities. The format below mirrors the layout of the requisition in Career 
Zone. 
 
GUIDE TO DEVELOP THE POSTING DESCRIPTION  

Summarize the Role  

The position overview is typically written in paragraph form and gives job seekers a general idea 
of what they’ll be doing day-to-day. Be sure to talk directly to the job seeker rather than saying 
“the incumbent" or "the right candidate." This will make the job ad feel more personal and 
encourage your potential candidates to actually envision themselves performing the job. 
 
Keep your statements short, but don't be afraid to incorporate descriptive words to make them 
more interesting and exciting. You may also want to explain why this job is such a great 
opportunity and how the role ultimately helps your company achieve its mission. 
 
The complexity of text, for example, the length of sentences and complex phrases, can make 
job advertisements difficult to understand. So as well as ensuring content appeals to as wide an 
audience as possible, make sure it’s readable too. 
 
Clarity in posting   
 

Making smart language choices can help avoid driving good candidates away 
Bias language in posting-be aware of words/phrases that could create an unintended bias  
 
Instead of using the same ‘buzz words’ that every other company uses, do some research to 
improve the posting.  

• Instead of this: Fast-paced environment 
o Try this: Progressive workplace 

• Instead of this: Multi-task 
o Try this: Perform a broad range of simultaneous duties 

• Instead of this:  The incumbent will handle all receptionist duties including greeting 
clients.  

o Try this: You will serve as the first impression for our executive offices. 
• Instead of this:  This position is responsible for generating sales and servicing 

customers. 
o Try this:  You will actively close sales, provide exceptional customer service, and 

become an intricate component of our progressive team environment. 

https://www.rit.edu/fa/humanresources/staff-recruiters
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Make it Easy to Read 

An effective job posting will have enough information to appear attractive and thorough, 
but will avoid highlighting tasks that are not essential functions of the job. A laundry list 
of skills that are extremely similar should be summarized to avoid tedious reading. 
 
JOB RESPONSIBILITIES  
For this section, highlight the five most essential job duties. It’s best to use bullet points 
when listing job responsibilities so that that job seekers can quickly scan them. Start 
each responsibility with a "to be" verb rather than an "ing" verb to make your statements 
more powerful. 
Ineffective:  

Duties include supporting VP level management and above, making travel 
arrangements, calendar management, scheduling, procurement, meeting notes, 
assist in producing power point presentations, filing, typing, setting up meetings 
to include arrangements for food, etc. 

Effective:  
Manage and coordinate the schedules for executive management 
Make reservations for flight and hotel accommodations 
Perform administrative responsibilities including taking notes during meetings, 
preparing correspondence, and managing files 
Assist with production of sales presentations 
Assist with special projects as assigned 

Ineffective:  
The incumbent for this job will have experience with Word, Excel, Power Point, 
Access, typing, filing, maintaining file system, data entry, taking notes in 
meetings, and completing general office duties as assigned. 

Effective:  
If you're the right person for this opportunity, you will have previous experience 

 providing administrative support to a busy office and using Microsoft Office. 
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Provide Qualifications and Skill Requirements 

Once a job seeker is excited about your job opportunity, they need to find out if they are 
qualified to apply. Again, use bullet points so that job seekers can quickly scan and 
assess their eligibility. 
Start out by listing the “required skills” for the job. These are skills, educational 
achievements, and experience that are absolutely necessary to perform the job. Finish 
the list with your “preferred skills.” These are attributes that may not be mandatory, but 
are definitely desired in the ideal candidate. Preferred skills might include additional 
education or experience, a background in a specific industry, or familiarity with using a 
certain program. 
Ineffective:  
Bachelor’s degree in a field appropriate to the area of assignment and five (5) years of 
related administrative experience, including three (3) years of supervisory experience; 
OR, Nine (9) years of related administrative experience, including three (3) years of 
supervisory experience; OR, any equivalent combination of education and/or 
experience from which comparable knowledge, skills and abilities have been achieved. 

Effective: 

Relevant Bachelor’s degree, or equivalent combination of education and experience 
Five years of related administrative experience 
Three years of supervisory experience 
Ability to adapt to a changing environment and handle multiple priorities 
Excellent writing and analytical skills 
Hubspot and Google Analytics experience a plus 

 
Impact of the Job Posting:  
Remember that less is more: shorter job posts receive 8.4% more applications per view 
than average 
The majority of candidates (61%) say details about compensation are what matters 
most. 
Candidates usually don’t want to read a novel when they click your job post. Most will 
spend just 14 seconds deciding whether or not to apply 
Short job posts (1-300 words) tend to do much better than medium (301-600 words) or 
long (601+ words) ones—convincing candidates to apply 8.4% more often than 
average. 
 
 
 
 
 
 

https://business.linkedin.com/talent-solutions/blog/job-descriptions/2018/job-description-heatmap
https://business.linkedin.com/talent-solutions/blog/job-descriptions/2018/job-description-heatmap
https://business.linkedin.com/talent-solutions/blog/job-descriptions/2017/3-fresh-job-description-formats-you-should-try-and-which-one-works-best-for-your-prospects
https://business.linkedin.com/talent-solutions/blog/job-descriptions/2018/new-job-post-stats
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CAREER ZONE POSTING LAYOUT:  
 
 
DETAILED DESCRIPTION FIELD We recommend that this field have between 3,000 and 
5000 characters (including spaces).   

Position Objective   
Create a summary that markets your position to candidates. The first sentence/300 characters are 
critical to draw a candidate’s interest.  

Provide a brief summary of the scope, objective or role, and key responsibilities (typically three to four) 
of the position.  

• Describe how the position supports, contributes, or is linked to the organization’s or 
program’s mission.  

• If the position supports research, briefly describe objective of project.  
• It may be helpful to write a position summary after defining the essential responsibilities 

(functions) of the position. 
Essential Functions 
This section (duties and responsibilities) should use action statements of key work activities to achieve 
the position objective. Limit this section to current essential duties and responsibilities.(should be 
bulleted list of no more than 6) 

• Identify the most critical tasks that are assigned to this position. List in bullet format 
always starting with an action word. 

 
DEPARTMENT/COLLEGE DESCRIPTION FIELD 
Share Organizational Values & Culture 
Work with your marketing team/University marketing to celebrate your 
department. [Should be one paragraph description, no more than 5 sentences] 
 
OFFICIAL RIT BRANDING STATEMENT 
 
Founded in 1829, Rochester Institute of Technology is a diverse and collaborative community 
of engaged, socially conscious, and intellectually curious minds. Through creativity and 
innovation, and an intentional blending of technology, the arts and design, we provide 
exceptional individuals with a wide range of academic opportunities, including a leading 
research program and an internationally recognized education for deaf and hard-of-hearing 
students. Beyond our main campus in Rochester, New York, RIT has international campuses 
in China, Croatia, Dubai, and Kosovo. And with more than 19,000 students and more than 
125,000 graduates from all 50 states and over 100 nations, RIT is driving progress in 
industries and communities around the world. Find out more at www.rit.edu . 

 
 
REQUIRED MINIMUM QUALIFICATIONS  
This section (duties and responsibilities) should use action statements of key work 
activities to achieve the position objective. Limit this section to current essential duties 
and responsibilities. This should be a bulleted list (non-numeric), not to exceed 6 bullets 
per category.  

http://www.rit.edu/
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Qualifications 
Education 
List the basic (minimum) education, certification, and/or licensing needed to be 
successful in the position. 

Experience 
List the basic (minimum) experience needed to be successful in the position. 

Required Skills 
List those measurable or observable knowledge, skills, abilities, and/or behaviors that 
are required to succeed in performing the essential functions on a daily basis. 

 

VALID DRIVER’S LICENSE REQUIREMENT  

If one of the requirements listed is “valid drivers’ license required” OR “Class D License 
required (for positions where driving is an essential function of the positions such as 
development, positions within FMS, and admissions) Staff Recruitment will need to 
know the purpose of requiring the Driver’s License. Based on the table below, please 
verify which is actually a requirement for this position? This is to ensure the correct 
language is in the posting for candidates to review. 

 

This is the language to be put in the posting based on the response if MVR REQUIRED:  

MVR REQUIRED: Language for the posting-driving is essential function of the position:  

“PLEASE NOTE: The individual hired for this position will be required to:   

• Have a pre-employment Motor Vehicle check, and the Motor Vehicle Report must clear 
RIT's Safe Driving Policy, which can be found on page 4 at: 
https://www.rit.edu/fa/grms/sites/rit.edu.fa.grms/files/docs/VehicleSafetyProcedures.pdf  

OR:  
• PLEASE NOTE: The individual hired for this position will be required to have a pre-

employment Motor Vehicle check, and the Motor Vehicle Report must clear RIT's Safe 
Driving Policy (please refer to page 4)” 
   

https://www.rit.edu/fa/grms/sites/rit.edu.fa.grms/files/docs/VehicleSafetyProcedures.pdf
https://www.rit.edu/fa/grms/sites/rit.edu.fa.grms/files/docs/VehicleSafetyProcedures.pdf
https://www.rit.edu/fa/grms/sites/rit.edu.fa.grms/files/docs/VehicleSafetyProcedures.pdf
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NY LENS ENROLLMENT: 

 The successful candidate hired for this position will be required to drive on occasion, 
and therefore will be required, upon hire, to immediately enroll in the NYS LENS 
program. Candidates can review RIT's Safe Driving Policy, which can be found on page 
4 at: 
https://www.rit.edu/fa/grms/sites/rit.edu.fa.grms/files/docs/VehicleSafetyProcedures.pdf   

The successful candidate hired for this position will be required to drive on occasion, and 
therefore will be required, upon hire, to immediately enroll in the NYS LENS program. 
Candidates can review page 4 of RIT's Safe Driving Policy 

 

https://www.rit.edu/fa/grms/sites/rit.edu.fa.grms/files/docs/VehicleSafetyProcedures.pdf
https://www.rit.edu/fa/grms/sites/rit.edu.fa.grms/files/docs/VehicleSafetyProcedures.pdf
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