Tips for writing your Job Ad

The Job Ad itself is divided into 5 fields:

1.  Summary:  (A brief overview of the position’s responsibilities).

· Explain the reporting concisely (e.g., This position reports to the DX-5 Group Leader in the Dynamic Experimentation Division).

· List 5-7 duties and responsibilities that make up approximately 80% of the workday, project, or job.

· Describe any unique expectations (e.g., overtime or travel) that are part of the position.

2.  Required Skills:  (Key competencies for attracting an appropriate applicant pool).

·   Recommend 3-8 measurable skills, knowledge, or abilities (SKA’s) required to successfully perform the duties of the position.  

· Note:  These required skills will enable you to assess applicant qualifications and help you to develop effective interview questions.

3. Desired Skills:  (Optional SKA’s).

· Recommend 1-4 measurable SKA’s that would be helpful but not required (e.g., C++ experience desired OR active or reinstateable Q-clearance desired).

4. Education/Training:  (Minimum standards).

· List degree level and field required (e.g., MS in computer science or related field required) OR use the equivalency statement (e.g., MS in computer science or related field or equivalent combination of relevant education and work experience).

· List training, certifications, or licenses and whether it is required or desired (e.g., certificate or apprenticeship in welding and mechanics required).

5. Notes to Applicants:  (Miscellaneous instructions for the applicant).

· List any instructions or requirements for the applicant that are unique to your job.  For example:

· Submit writing samples with your resume (note: writing samples will not be returned).

· You must submit a portfolio of professional design work with your resume.

· For Limited Term positions (if it applies):  If a UC Regular employee applies for and is selected    for this Limited Term position, they may retain their Regular status. 






