Job Advert Guide….

What we can do for you…..

BAND’s Development and Support team offer member groups support throughout the recruitment procedure.  
We can help you with the whole process – from prepping the advert to interviewing and assisting with the final selection of your new team member. 
We even have a small database of Playworkers who are looking for work that we can send out on request. 

Further support can be sought from BAND’s extensive selection of Policy Guidance documents available to all settings throughout Bristol and also the BAND library which includes several books on the theme, such as ‘Fair Interviewing’ by Annie Hedge and ‘Managing Recruitment and Selection’ by Gill Taylor.

If you feel you need more in depth advice and guidance, BAND does run a ‘Recruitment and Selection’ training course and it is worth consulting the training page of our website for any future dates. 

We also offer the capacity to advertise vacancies in our Newsletter, on our Website and at our office, all of which are frequented by childcare professionals and course participants. To take advantage of this service please contact us on admin@bandltd.org.uk or 0117 9542128, or talk to your development and support worker for further details.
Please see below for useful hints and tips for writing a good job advert….. 
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Show the organisation or brand name prominently.

To grab the attention of the reader use one simple headline
i.e. the Job Title itself

(this is what people will be looking for after all!!)

· Use bullet points and short bite-sized paragraphs.
· Use short sentences. Less is more.
· Use simple language and avoid long or complicated words.
· Use simple font-styles: Arial, Tahoma, Times, etc.
Use 12-20 font size for headings and subheadings… 

…and 12 - 14 font size for the main text.
Use simple dark coloured text on a light coloured background for maximum readability.
Emphasise what makes your job and organisation special.
Get the reader involved. Refer to the reader as ‘you’ and use the second person (‘you’, ‘your’ and ‘yours’ etc) in the job description.
Always include a closing date and contact details for applicants.



Before you start to distribute and display your advert, consult our handy checklist to ensure that you have included all of the necessary information……
