
Writing a Job Description 
 

 

 

 

1.  Be specific and concise. 

2. Be generic enough to compare, yet interesting enough to catch attention and stand out. 

3. Avoid internal lingo. 

4. Make it conversational. 

5. Use O*Net to help you write the job description.  

6. Check Labor Market Info. (LMI) & CalJOBS for trends and average salaries in your area. 

7. Use consistent formatting. 

8. Remember, you are also writing an ad. 

9. Put yourself in the reader’s place. 



Include the following sections in your job description. 

 Job Title 

 Job Summary/About the Job 

 Duties & Responsibilities  

 Qualifications & Skills (required/minimum and preferred) 

 Compensation & Benefits 

 Company Description 

 Company Name, Website & Logo 

 Call to Action 

 Legal-eeze 

 

 

 

 

 

 

 

 

 


