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POSTING FORMAT GUIDELINES

To help standardize the appearance of job posting and to ensure applicants have all the information they need on a posting, add the items described in this document to the description section of each Job Requisition.  
The sample (below) describes the type of information you should provide for each item.  The template on the 2nd page allows you to type your information into the gray areas, then cut and past the entire template into your Job Requisition.  
*** Please remove any items that do not apply to your posting.  When advertising your position to an outside web resource or newspaper, be sure to note the deadline date for receiving applications in your posting content on that resource.
Add the following information at the beginning of description section: 

SAMPLE FORMAT
Market Title:


Accounting Clerk Associate
Department:


College of LS&A

FLSA Status:


(Exempt or Non Exempt)

Salary Range:

           Minimum salary is $24,000

Pay Grade:


(use for bargained for jobs –otherwise delete)
Shift/Hours/Days:

Day/8 am – noon/ Mon-Fri

Part-Time:


20 Hours  (use for part time jobs only – otherwise delete)

NOTE:  Type other information such as Seasonal, Term Limited Appointment Information, Unit Website URL, instructions to include cover letter as first page of the resume document if required.

1
Job Description Template

Type directly into this template and cut and paste into the description section of your Job Requisition.  Pay Grade and Part Time fields may be removed if they are not applicable.





	

	Market Title:
	    Market Title   

	Department:
	    Department

	FLSA:
	    FLSA Status

	Salary Range:
	    Salary Range

	Pay Grade (bargain-for jobs):
	    Pay Grade

	Hours/Week:
	    Hours/Week

	Shift/Hours/Days:
	    Shift/Hours/Days

	Part-Time:
(*only add this line to posting if it’s a part-time position)
	    Hours per Week

	
	

	NOTE:  type as much information as you would like here


2

