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HR Toolkits for Small Business Job Posting - Standard

Insert your Company Name

Position Title

Full-time or Part-time
Competition Number: Unique Competition #
Posting Date: Posting Date
Application Deadline:  Application Deadline

Location: Example: Downtown Toronto

About Us

Insert a compelling description of your company and why employees enjoy working there. This language
willl be included in your final job posting template that will be used consistently for all non-senior job
postings.

For a view into our world, please visit our website: Insert link to Careers page

About the Position

Insert a brief description of the position - make it interesting!
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HR Toolkits for Small Business Job Posting - Standard
¢ Proven and ability to
. skills
¢  Demonstrated broad and current knowledge and skills
¢ Top notch skills and skills

¢  Experience in
¢ Proven success managing staff
¢ Insert degree or minimum education required

Preferred:
. Exposure to
¢ Familiarity with
*  Previous experience with
¢ Previous experience in the sector

. designation

CORE COMPETENCIES

+ Insert core company success traits from your completed JE-3530-M. Job Description Form or
from JE-3510-R. List of Competencies:

e Insert competency description
e Insert competency description

+ Insert core company success traits from your completed JE-3530-M. Job Description Form or
from JE-3510-R. List of Competencies:

e Insert competency description

e Insert competency description

How to Apply

If this sounds like you, we would love to hear from you!

Email your cover letter and resume in one file by Insert application deadline date to CUSTOMIZER: Insert
'Jobs' email address.

Be sure to include the following in the subject line or your application may not reach the appropriate
person:

. Your name

+  Enter a keyword for the position such as "Marketing". Note: A Rule should be created in the jobs
email Inbox to direct all incoming subject lines that contain the specified keyword and position
number into a designated folder.

¢ Position number "Insert Unique Position Number"
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