
EMPLOYER RESOURCES

Creating a compelling 
Job Description
Up your game to attract best in class
candidates



Crafting a compelling job description is essential to help you clarify
exactly what the job entails, and the type of person and skills that
are needed to attract the most qualified candidates for your job. 

A great job description can help your jobs stand out from the rest. Your job
descriptions are where you start marketing your company and your job to
your future hire. 

It’s amazing how many businesses start the hiring process without a job
description. This is a critical step in getting the right hire. The key to writing
effective job descriptions is to find the perfect balance between providing
enough detail so candidates understand the role and your company while
keeping your description concise. Job descriptions between 700 and 2,000
characters get up to 30% more applications.

What Is a Job Description?
A job description summarises the essential responsibilities, activities,
qualifications, and skills for a role. Also known as a JD or job specification,
this document describes the type of work performed.

.
Mission,
Culture 
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Attract the right candidates

It may also specify to whom the position reports and salary range. An effective
job description will provide enough detail for candidates to determine if they are
qualified for the position.



Define what you're looking for

Hook your reader with details about what makes your
company unique. Your job description is an introduction to

your company and your employer brand.

About your company 
Start with a paragraph introducing your company. This is where you position
who you are and what you do and start to get a potential candidate excited
about the prospect of working with you.  Include details about your company
culture to sum up why a candidate would love to work for you.

Job Title
Make your job titles specific. Targeted job titles are more effective than
generic ones, so be precise by including key phrases that accurately describe
the role.  Avoid internal lingo that may confuse the job seeker and limit search
results. Stick to standard experience levels like "Senior" rather than
"VI" or other terms people are less likely to look for. If your job title is ‘Tech
Guru’, it’s unlikely someone will use that in a search term. 

Job Summary
Open with a strong, attention-grabbing summary. Your summary should
provide an overview of your company and expectations for the position.
Include job location. This is important for candidates when searching for roles.
If the job is mainly remote but needs some office presence, then include that
in the location.



Responsibilities and Duties
Outline the core responsibilities of the position. Make sure your list of
responsibilities is detailed but concise. Also emphasise the duties that may be
unique to your organisation. For example, if you are hiring for an “Event
Management” role and the position requires social media expertise to promote
events, include this detail to ensure candidates understand the requirements
and can determine if they are qualified. Highlight the day-to-day activities of
the position. This will help candidates understand the work environment and the
activities they will be exposed to on a daily basis. This level of detail will help the
candidate determine if the role and company are a right fit, helping you attract
the best candidates for your position.

Qualifications and Skills
Include a list of hard and soft skills. Of course, the job description should specify
education, previous job experience, certifications and technical skills required for
the role. You may also include soft skills, like communication and problem
solving, as well as personality traits that you envision for a successful hire. 
 

Keep it clear

Help them see the bigger picture
Specify how the position fits into the
organisation. Indicate who the job reports to
and how the person will function within your
organisation, helping candidates see the bigger
picture and understand how the role impacts
the business.



It's all in the detail

So many companies are competing for the best
talent today. Make sure you go over and above to
help atrract the very best candidates for your role.

KATY FRIDMAN
FOUNDER, FLEXIBLE WORKING PEOPLE

With over 30K people in our flexible working community, we are here to help businesses
connect with the right talent. If you want to access our community, or are looking for
help to reach the best of the best, please get in touch.  katy@flexibleworkingpeople.com

Keep your list concise
While you may be tempted to list out every requirement you envision for your
ideal hire, including too many qualifications and skills could dissuade potential
candidates.

Salary 
A lot of job descriptions leave salary off. To ensure that you are attracting the
right level and skill set and to not waste time, it is always helpful to include this on
a JD and not wait for an interview to share. 

Offering flexibility? 
Detail it on the job description. Is it part time, full time with flexibility, mix of office
and remote, some working from home? Or, simply open to flexible working?
Including this in the JD helps to position the type of flexibility you are open to and
will also increase the relevance of the types of candidates applying.

How to Apply
Always include how to apply on a job description and what is required. E.g.
Apply via website / email, with cover letter and CV. 
 
 
If you’d like help crafting a job description please email us at
enquires@flexibleworkingpeople.co.uk


