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• Use both the full word and the abbreviation, as relevant 

 Example: Certified Public Accountant CPA  

• DO NOT USE ALL CAPS. The use of all caps is more difficult to read and comes across 
as unprofessional. 

• Capitalize the first letter of each word in the job title. 

 

Write an easy-to-read job description 
• Write your job posting from the angle of “here’s what I can do for you” and “here is 

why you want to work with this organization”. Answer the “what’s in it for you” 
question. 

• Describing your job in a clear and concise manner is increases the number and quality 
of job seekers you receive. Include the basic job duties the candidate is expected to 
perform so the candidate has a clear idea what it is they are applying for. 

• The more relevant 
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Qualifications 
• Include any required 
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Salary Level 
• Provide a salary level or a range, candidates are more likely to apply if they have an 

idea of the salary range (according to a May 2022 article on CBC, Indeed Canada 
reports that companies that post salary information receive up to 90% more 
applicants). 

 

Fill in the optional fields 
• While a number of pieces of information are purely optional, it is usually in your best 

interests to fill everything out. The more information you can provide possible 
candidates the more likely to get a response. 

Discriminatory Language More Inclusive Language 

Must be able to lift 50 pounds. Moves equipment weighing up to 50 
pounds. 

Seeking able-bodied individual. No replacement. Avoid completely. 

Bending and crouching under desks to 

 

 

https://hiring.monster.com/resources/workforce-management/diversity-in-the-workplace/inclusive-job-descriptions/
https://www.cbc.ca/news/business/pay-transparency-job-postings-youth-1.6435727


https://www.ufv.ca/media/assets/career-centre/CareerLink-Job-Posting-Guidelines.pdf
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