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ACCESSIBLE JOB ADVERTISEMENTS BOOST YOUR 

HIRING 

Reviewing Job Requirements on the Advertisement 

Before you initiate the recruitment process for any position, it is imperative that you write 

or update a job description that accurately captures the bona fide job requirements for an 

applicant to be successful in the role. At this stage, consider working through the following 

questions: [2] 

D Is the job description current or does it need to be updated?

D Does the job description accurately reflect the needs and expectations of the employer?

D Which are essential requirements, and which are non-essential?

When assessing whether a particular task or duty is essential, an employer can consider: [2] 

D How often is the duty performed?

D How much time is spent on each duty?

D How does the duty fit with the others performed in the job?

D How would the job change if the duty were removed?

DC TOOLKIT 5 RECRUITMENT 





TAKING YOUR JOB ADVERTISEMENTS FURTHER 

Taking Your Job Advertisements Further [1], [3] 
A clear job title: The job title is an important recruitment tool that can make an 

applicant's decision to apply. 

Short introduction about the day-to-day of the job: 4x as many people read the 

introduction than the ad itself to decide whether to apply to not 

Include essential company details: A study from 200 job seekers found a company's 

reputation is as important as the work and pay. 

Define the work with role responsibilities: This will tell job-seekers what they will need 

to accomplish to deliver key results if employed. 

Describe your ideal employee with a person specification: Job seekers will match their 

skills to decide if they can apply. 

Reel applicants in with salary and benefits: A study found that when job ads include a 

salary range, they got over 30% more applicants. 

Describe and include location details: 57% of people said location is more important 

than salary 

Don't forget to tell job-seekers how to apply: Your application process reflects your 

company's culture - so its important to get it right. 

You can use the following checklist to highlight the key advantages of working with your 

company: [4] *Keep in mind this list is not exhaustive. Each company will be different in 

what they can offer. Be realistic, do not promise what you can't deliver. 

D Opportunity to learn on the job

D Exciting and rewarding work

D Flexible working arrangements

D Environment of mutual respect and support

D Innovative and creative work culture

D Involvement in company strategy and decision-making

D Training and development opportunities

D Benefits: health, mental health, dental, childcare, paid vacation, life insurance,

retirement accounts, spending and savings accounts, paid medical leave, 

assessments if required etc. 

D Exceptional rewards: celebrations, events, paid gym memberships, a day off on

birthday, etc. 
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https://hirefortalent.ca
https://www.ohrc.on.ca/en/iv-human-rights-issues-all-stages-employment/2-setting-job-requirements
https://www.socialtalent.com/blog/recruiting/8-steps-write-killer-job-ad-infographic
https://carleton.ca/accessibility-institute/wp-content/uploads/DCOI-guidebook-Employers-Guide-to-Working-with-and-Hiring-Professionals-with-Disabilities_ACCESSIBLE.pdf
https://www.wsj.com/articles/BL-ATWORKB-911
https://www.wsj.com/articles/BL-ATWORKB-911
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