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S T A R T I N G  O F F  
I f  y o u  a r e  a  B u s i n e s s  O w n e r  /  M a n a g e r  -  D o e s  t h i s
f o l l o w i n g  s c e n a r i o  s o u n d  f a m i l i a r ?

M o n d a y :  S o m e o n e  h a s  r e s i g n e d ,  b u t  y o u  h a v e  a n o t h e r
k a z i l l i o n  p r i o r i t i e s  a n d  t h e  m a t t e r  i s  p u s h e d  b a c k  i n  t h e
q u e u e .

T h u r s d a y  A f t e r n o o n :  A  f e w  d a y s  h a s  g o n e  b y  a n d
s u d d e n l y  t h e  m a t t e r  h a s  b e c o m e  u r g e n t

F r i d a y :  T i m e  i s  n o w  c r i t i c a l ,  s o  y o u  d u s t  o f f  t h e  o l d
p o s i t i o n - d e s c r i p t i o n ,  c u t  a n d  p a s t e  a  f e w  c h o i c e
p a r a g r a p h s  a n d  p l a c e  i t  o n  a  c o u p l e  o f  o n l i n e  j o b - b o a r d s .
Y o u  a l s o  e m a i l  i t  t o  y o u r  n e t w o r k s .

M o n d a y :  Y o u  e a g e r l y  a w a i t  t h e  i n c o m i n g  a v a l a n c h e  o f
a p p l i c a n t s ,  b u t  t h e y  o n l y  t r i c k l e  i n  a n d  t h e y  a r e  a l l  l e s s
t h a n  i d e a l .  N o w  y o u  w o n d e r  -  W h y  i s  t h i s ?  W h a t  c a n  I  d o
a b o u t  i t ?

L e t ’ s  s t a r t  w i t h  s o m e  b a s i c  f a c t s

T h a n k s  t o  t h e  e n o r m o u s  a m o u n t  o f  i n f o r m a t i o n  w e  g e t
a c r o s s  o u r  s c r e e n s  o n  a  d a i l y  b a s i s ,  t h e r e  h a s  b e e n  a
s h i f t  i n  t h e  w a y  w e  p r o c e s s  i n f o r m a t i o n  –  I t ’ s  f a s t e r  t h a n
e v e r  b e f o r e !  W i t h  s o  m u c h  i n f o r m a t i o n  a n d  s o  l i t t l e  t i m e ,
w e  j u s t  s k i m  t h e  d a t a  a n d  o n l y  s t a y  w i t h  i t e m s  t h a t  r e a l l y
g r a b  o u r  a t t e n t i o n .

J o b s e e k e r s  d o n ’ t  n e c e s s a r i l y  h a v e  t o  l o o k  f a r ,  a s  t h e y
a r e  b o m b a r d e d  w i t h  ‘ o p p o r t u n i t i e s ’  s e n t  f r o m  a g e n c i e s
a n d  j o b  b o a r d s  a l i k e  o n  a  d a i l y  b a s i s .  T h i s  h a s  l e d  t o  a
s h i f t  i n  a t t i t u d e ,  a w a y  f r o m  ‘ W h a t  d o  I  n e e d  t o  d o  t o  g e t
t h a t  j o b ’ ,  t o  ‘ w h a t  c a n  t h a t  j o b  d o  f o r  m e ’ .

A  j o b  a d v e r t  h a s  a l w a y s  b e e n  a  m a r k e t i n g  p i t c h .  H o w e v e r ,
i n  t o d a y ’ s  e n v i r o n m e n t ,  i t  n e e d s  t o  g e t  n o t i c e d  a m o n g  a
t s u n a m i  o f  i n f o r m a t i o n .
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D u l l  a d v e r t s  t h a t  s o u n d s  l i k e  a  c u t - a n d - p a s t e  f r o m  a
p o s i t i o n  d e s c r i p t i o n ,  w i l l  s i m p l y  n o t  e n g a g e  t o p -
t a l e n t ,  a n d  l a s t  m i n u t e ,  h a s t i l y  p r e p a r e d  a d v e r t s  w i l l
r a r e l y  h i t  t h e  m a r k

Y O U R  M I S S I O N ,  S H O U L D  Y O U  A C C E P T  I T . . .
 

W R I T E  A  K I L L E R  A D  T H A T  I S  F O U N D  B Y
Y O U R  I D E A L  C A N D I D A T E



N O W  T H A T  Y O U ' R E  R E A D Y ,  N E X T  P A G E  F O R

T H E  G U I D A N C E  : )
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J o b s e e k e r s  a r e  w a r y  o f  j o b  a d s  t h a t  s o u n d  t o o  g o o d
t o  b e  t r u e  -  d o n ’ t  o v e r s e l l  t h e  r o l e ,  b e  u p f r o n t  a n d
h o n e s t .

M a k e  y o u r  j o b  a d s  e a s y  t o  r e a d  a n d  u n d e r s t a n d  -
c o m m u n i c a t e  k e y  p o i n t s  i n  a  s i m p l e  a n d  d i r e c t
s t y l e  a t  t h e  b e g i n n i n g  w i t h  t h e  i n - d e p t h  s t u f f
f u r t h e r  d o w n .

S t a r t  w i t h  t h e  ‘ b a s i c s ’  -  C l e a r  a n d  c r i t i c a l
i n f o r m a t i o n  a t  t h e  b e g i n n i n g  o f  t h e  a d v e r t  w i l l
s t r o n g l y  i n f l u e n c e  w h e t h e r  o r  n o t  a  j o b s e e k e r  w i l l
r e a d  t h e  r e s t  o f  y o u r  a d .

M a k e  i t  S m a r t p h o n e  F r i e n d l y  -  M o r e  t h a n  5 0 %  o f  a l l
j o b  a d s  a r e  v i e w e d  o n  a  m o b i l e  d e v i c e .  B i g  b l o c k s
o f  t e x t  w i t h  n o  h e a d i n g s  a r e  b o r i n g  e n o u g h  o n  a  P C
s c r e e n ,  b u t  o n  a  s m a r t p h o n e  o r  t a b l e t  t h e y  a r e  o f f -
p u t t i n g  a n d  d i f f i c u l t  t o  r e a d .  S h o r t ,  b o l d  h e a d i n g s
a n d  b u l l e t  l i s t s  a r e  t h e  w a y  t o  g o

T r y  t o  k e e p  s e n t e n c e s  d o w n  t o  3 0  w o r d s  a t  m o s t .

B r e a k  p a r a g r a p h s  i n t o  s e n t e n c e s .

U s e  s h o r t  b o l d  h e a d i n g s  t o  s e g m e n t  t h e  l a y o u t  f o r
a  b e t t e r  e x p e r i e n c e  o n  m o b i l e  d e v i c e s .

S p e l l - c h e c k  a n d  s e n d  t h e  f i n a l  a d v e r t  t o  a t  l e a s t  2
c o - w o r k e r s  t o  c h e c k  b e f o r e  y o u  p o s t  i t . M a n y  j o b
s e e k e r s  s a y  t h e y  a r e  s h o c k e d  b y  t h e  n u m b e r  o f
s p e l l i n g  m i s t a k e s  t h e y  c o m e  a c r o s s ,  p a r t i c u l a r l y
w h e n  m a n y  a d s  s p e c i f y  t h e y  a r e  l o o k i n g  f o r
c a n d i d a t e s  w i t h  ' g o o d  a t t e n t i o n  t o  d e t a i l .
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D O  N O T  i n c l u d e  a n y t h i n g  t h a t  c o u l d  b e  v i e w e d  a s
d i s c r i m i n a t i v e ,  s u c h  A g e ,  R e l i g i o n ,  O r i g i n ,  G e n d e r ,
M a r i t a l  S t a t u s  e t c .  I t  i s  u n l a w f u l  a n d  w i l l  l a n d  y o u
i n  b i g  t r o u b l e  –  J u s t  l i k e  i t  d i d  f o r  t h e  a d v e r t i s e r s
b e l o w … . .

J O B - A D V E R T  S T R U C T U R E  C H E C K L I S T

B e f o r e  y o u  s t a r t  w r i t i n g  y o u r  a d v e r t ,  y o u  n e e d  t o
h a v e  t h e  s t r u c t u r e  c l e a r .

S i m p l y  f o l l o w  t h e  b e l o w  o r d e r  o f  h e a d i n g s  ( o r  s i m i l a r )
a n d  y o u ’ r e  o f f  t o  a  g o o d  s t a r t  a n d  w a y  i n  f r o n t  o f
m o s t  a d v e r t i s e r s .  

D o n ’ t  u n d e r - e s t i m a t e  t h e  i m p o r t a n c e  o f  b u l l e t  p o i n t s ,
s u b h e a d i n g s  a n d  s h o r t  p a r a g r a p h s  s o  t h a t  r e a d e r s  c a n
e a s i l y  s c a n  f o r  i n f o r m a t i o n  t h a t  i s  i m p o r t a n t  t o  t h e m
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J o b  T i t l e

S h o r t  D e s c r i p t i o n

R o l e  D e s c r i p t i o n

E s s e n t i a l  S k i l l s  &  E x p e r i e n c e

M u s t  c l e a r l y  r e f l e c t  t h e  r o l e  a n d  p l e a s e ,  t r y  t o  a v o i d
i n t e r n a l  j a r g o n  -  S o  e v e n  i f  y o u  r e f e r  t o  y o u r
R e c e p t i o n i s t  a s  ‘ G u e s t  S e r v i c e  A g e n t ” ,  s t i c k  t o  t h e
m o r e  c o m m o n  t i t l e

T h i s  a p p e a r s  f i r s t  i n  a n  a d v e r t  a n d  i s  w h a t  j o b s e e k e r s
w i l l  s e e  w h e n  t h e y  s c r o l l  u p  a n d  d o w n  o n  j o b  b o a r d
p a g e s .  B a s e d  o n  t h i s  i n f o r m a t i o n ,  j o b s e e k e r s  w i l l
d e t e r m i n e  i f  i t ’ s  w o r t h  r e a d i n g  /  c l i c k i n g  f u r t h e r .  F o r
t h i s  r e a s o n  i t  s h o u l d  i n c l u d e  t h e  ‘ 3  m u s t  h a v e s ’  w h i c h
a r e  -  s a l a r y ,  l o c a t i o n  a n d  a  d e c i s i v e  r o l e  d e s c r i p t i o n .

N o w  i t ’ s  t i m e  t o  e l a b o r a t e  o n  t h e  r o l e .  U s e
d e s c r i p t i v e  l a n g u a g e  h e r e .  N o t  a  l o n g  l i s t  o f  d u l l
‘ d u t i e s ’ .

I t ’ s  i s  a l s o  a  g o o d  i d e a  t o  e x p l a i n  w h y  y o u  a r e  h i r i n g
( d u e  t o  s t e a d y  g r o w t h ,  t h i s  i s  a  n e w l y  c r e a t e d
p o s i t i o n  e t c )

D o n ’ t  f o r g e t  t h a t  t h i s  i s  a  m a r k e t i n g  e x e r c i s e  a n d  t h a t
y o u ’ r e  s e l l i n g  t h e  r o l e  t o  y o u r  a u d i e n c e .  W r i t e  t h i s
w i t h  t h e  s a m e  a m o u n t  o f  e n t h u s i a s m  y o u  w o u l d  i n
y o u r  p r o d u c t  s a l e s  a d v e r t s .

D e s c r i b e  k e y  s k i l l s  &  e x p e r i e n c e  r e q u i r e d  t o  d o  t h e
j o b .  T h i s  i s  a n  o p p o r t u n i t y  t o  ‘ s c r e e n ’  a p p l i c a n t s  a n d
p r e v e n t  i r r e l e v a n t  a p p l i c a t i o n s  ( w e l l ,  s o m e  o f  t h e m )
f r o m  f l o o d i n g  y o u r  i n b o x .  C l e a r l y  o u t l i n e  w h a t  i s
e s s e n t i a l ,  b u t  b e  c a r e f u l  n o t  t o  m a k e  t h i s  t o o  l o n g  o r
y o u  m a y  a s  w e l l  w r i t e  ‘ s u p e r  h e r o e s  o n l y  p l e a s e ’
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A b o u t  t h e  c o m p a n y

W h a t ’ s  i n  i t  f o r  m e ?

H o w  t o  a p p l y

P e o p l e  a r e  l o o k i n g  f o r  a  w o r k p l a c e  t h e y  w i l l  b e  a b l e
t o  e n j o y  a n d  t h r i v e  i n .  A  c o u p l e  o f  s t e r i l e  s e n t e n c e s ,
c o p i e d  f r o m  t h e  c o r p o r a t e  p r o f i l e  w i l l  n o t  i m p r e s s .
T e l l  t h e m  a b o u t  y o u r  c o m p a n y .  Y o u r  b u s i n e s s  i s
u n i q u e  a n d  s o  i s  y o u r  i d e a l  c a n d i d a t e .  Y o u r  m i s s i o n  i s
t o  c o n v i n c e  t h e  r e a d e r  t h a t  y o u r  w o r k p l a c e  i s  ‘ t h e
r i g h t  f i t ’  f o r  t h e m .  B e  p o s i t i v e ,  b u t  n o t  o v e r  t h e  t o p !  

F i n i s h  o f f  o n  a  g r e a t  n o t e !  T r a i n i n g ,  c a r e e r
a d v a n c e m e n t ,  b e n e f i t s ,  g y m  m e m b e r s h i p

M a k e  t h i s  c r y s t a l  c l e a r  –  Y o u  c a n  a l s o  i n c l u d e  a  ‘ c a l l
t o  a c t i o n ’ ,  s u c h  a s  A p p l y  N o w !

A  w e l l  w r i t t e n  j o b  a d  w i l l  c o n s i s t  o f ,  a  c l e a r  j o b  t i t l e ,
a  g o o d  s h o r t  d e s c r i p t i o n ,  a  c l e a r  a n d  d e t a i l e d  j o b
d e s c r i p t i o n ,  a  g o o d  u s e  o f  b u l l e t  p o i n t s ,  a  g o o d
c o m p a n y  d e s c r i p t i o n ,  a  w h a t ' s  i n  i t  f o r  m e  s e c t i o n ,
a n d  c l e a r  i n s t r u c t i o n s  o n  h o w  t o  a p p l y  f o r  t h e
p o s i t i o n  

L o o k  a t  t h e  e x a m p l e  o n  t h e  n e x t  p a g e  - - >



Sales Executive -
Advertising

70K Base + car + comm + iphone + laptop
Based in Cairns CBD

Account Management (70%) | New Business
Development (30%)




In this role you will be responsible for managing
and expanding our Queensland accounts within
the Retail Sector. Reporting to the Regional Sales
Manager, you will provide consultative advice to

existing clients on how to analyse, review &
optimise their advertising. You will also research
and uncover new business opportunities within

your market and region

Key accountability:
· Achieving quarterly sales targets

· Managing a portfolio of approx. 100 accounts in NTH QLD
· Managing relationships with clients at varying

levels including: Administrators, Consultants, Managers and Business Owners
· New business development (30%)



Essential Skills:

· Solid experience in the advertising industry
· Demonstrated sales experience

· Account management experience
· Demonstrated success in developing new business

· Confident, engaging and compelling communication skills
· The ability to present to small groups



About your next Employer:

XYZ is widely recognised as one of the best
advertising companies in our region and a great place to grow your career.

Our team orientated culture is key to making our company a great place to work. About your 



Benefits:
At XYZ we reward and recognise performance,

which includes a generous bonus scheme,
personal development assistance and the ability

to buy shares in the company.



How to apply
To apply online, please click on the appropriate

link below. Alternatively, for a confidential
discussion, please contact First Name Surname on

Phone number or email@company.com.au
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A R E  Y O U  S T R U G G L I N G  T O  F I N D  T I M E  F O R
T H I S ?

W e  o f f e r  p r o f e s s i o n a l  j o b  a d v e r t i s e m e n t  w r i t i n g
s e r v i c e s  h e r e  a t  S i g n a t u r e  S t a f f

O u r  a d v e r t i s e m e n t s  a r e  k n o w n  t o  a t t r a c t  t h e  b e s t
t a l e n t  a n d  f i n d  y o u  t h e  r i g h t  p e o p l e  f o r  t h e  j o b .

H o w e v e r ,  a  g o o d  j o b - a d v e r t  i s  j u s t  t h e  b e g i n n i n g  o f
t h e  h i r i n g  p r o c e s s …

S e c u r i n g  t h e  r i g h t  p e r s o n  i s  r e a l l y  h a r d  w o r k !  I t
t a k e s  a  s t r u c t u r e d  p r o c e s s ,  e x p e r i e n c e ,  a n d  a  l o t  o f
e n e r g y .

M o r e  t h a n  1 5  y e a r s  o f  r e c r u i t m e n t  e x p e r i e n c e  h a s
t a u g h t  u s  t h a t  b u s i n e s s e s  d o n ' t  w a n t  t h e  h e a d a c h e
o f  m a n a g i n g  t h e  r e c r u i t m e n t  p r o c e s s  t h e m s e l v e s ,
b u t  a r e n ’ t  w i l l i n g  t o  p a y  o u t r a g e o u s  a g e n c y  f e e s
e i t h e r .

S A V E  Y O U R  T I M E ,  C O S T S  A N D
F R U S T R A T I O N S  A N D  C O N T A C T  U S  T O D A Y  



L E A N  O N  O U R  E X P E R T I S E  A N D  G E T  T H E  J O B

D O N E  R I G H T  -  T H E  1 S T  T I M E  



G E T  P R O F E S S I O N A L  R E S U L T S  F O R  $ 2 8 0



( 0 7 )  4 0 5 0  3 8 8 8


