Writing a great graduate job advert

Unlike with recruitment forsenior roles, graduates don’t need tonnes of informationin a job advert.
A shortadvertthat gives them a flavour of the culture of the organisation is more likely to catch
their attention than a long advert.

Attracting diverse candidates in a job advert

When advertising a graduate role, writing as inclusively as possible can help to attract a wider pool
of talentto your organisation. From a quick glance at a job advert, a graduate can perceive animage
of the ‘ideal candidate’ just from the language and statements used throughout. Potential
candidates from diverse backgrounds might be put off applying for a role they are suitable for if they
feelthey won’tfit in at an organisation. We’ve pulled together some simple changes you can make
to youradverts to increase applications from candidates of all backgrounds.

What do we mean by diverse candidates?
In this instance, we mean these potential candidates:

Black, Asian, Minority Ethnic (BAME) individuals
Disabled people (with visible or invisible disabilities)
People from low socio-economic backgrounds
Those with mental health conditions

Care leavers

Carers

Individuals with refugee status
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What can you do to make your advert and organisation more attractive to diverse candidates?

v" You can emphasise your commitment to diversity and inclusion by including a short
statementto let potential candidates know that you welcome applications from all
backgrounds. This will help graduates to feel confident that they will fit into the culture of
the organisation. You could use statements such as these on your job adverts:

“We are passionate about creating a diverse workforce and positively encourage applications
fromunder-represented communities.”

“We particularly encourage applications Black, Asian and Minority Ethnic (BAME) and
disabled candidates. We are committed to equality and diversity within our workforce.”

v" You could also make a positive commitment towards employing graduates from under-
represented groups (BAME, disability etc.) by guaranteeing an interview for all candidates
fromthese groups who meet the minimum essential criteria for the role as set out in the
person specification. From the interview stage, you can then recruit based on merit and
individual interview performance.

v" You could join over 20,000 UK employers signed up to the government’s free Disability
Confident scheme, which supports employers of all size in attracting talented disabled
individuals into your workplace. You can display that you are a Disability Confidentemployer
on any job advertyou post online which will instil disabled graduates with confidence
applying fora role at your organisation.
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https://disabilityconfident.campaign.gov.uk/

v Ifyou use any imagery on your job advert or on your company website, choose pictures that
showcase a diverse range of employees if possible. Candidates will geta sense of the
organisation from seeing the types of people they have already hired.

v" You could also consider flexible working patterns which can be largely beneficial forsome
individuals (e.g., carers, disabled individuals). Stating on yourjob advert that you can offer
flexible working patterns will ensure that you attract a wider pool of candidates that might
not typically consider roles just advertised as full-time with core hours.

Things to avoid in a graduate job advert:
Job adverts are covered by the Equality Act 2010. This meansthat you cannot write an advert that

discriminates against candidates based on any of the following criteria:

Gender Sexual Marriage/Civil | Pregnancy/
Reassignment | Orientation Partnership Maternity

» Be aware of any language you use and ensure thatyou do not put off candidates who meet
these criteria from applying. Some things to avoid include statements like “We are looking
for young, dynamic graduates to join our team” (this could put off mature students from
applying) or “Face to face verbal communication and eye contact are a must”.

» Whilst not against the law, be aware of certain language that could unconsciously put
candidates off from applying. One example is gendered language —words like ‘dominant’,
‘superior’ and ‘rock-star’ have been shown to deterfemale applicants. ‘Gender de-coder’
tools can helpto avoid this.

> Avoidjargon or industry terms that graduates may not be familiar with — many graduates
don’tapply fora job they are perfectly capable of doing, simply because there areoneor
two acronyms they don’tunderstand.

TOP TIP: Ask a recent graduate to read your advert and tell you what they think - theyare
your target market and will be the best barometer of whetheryour advert really makes sense
and says what it needsto.

The structure below gives a good framework you can follow to write your own job advert.
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https://www.legislation.gov.uk/ukpga/2010/15/section/4
http://gender-decoder.katmatfield.com/results/083aa142-2c95-4930-b2d6-afe5033e1482
http://gender-decoder.katmatfield.com/results/083aa142-2c95-4930-b2d6-afe5033e1482

1. Job title Choose something that explains the role accurately, without any jargon. Graduates
are sceptical of terms like “Manager” and “Executive” — particularly whenthe salary
is not representative of that level of responsibility — so avoid these. Including the
word “graduate” in the job title increases application numbers 6-fold, but “Sales” or
“Administrator” decreases the number.

PRI [ FIsVA Start your advert with a brief summary of the role (1 paragraph or so), including
brief details about what the candidate would be up to. This paragraph should
outline the key features of the personyou are looking for and the main selling points
of the role. It should act as a “hook” to get graduates to continue reading.

E.\LINALTEM Use this section to briefly share what makes your SME a great place to work.

business You could talk about:

e Thework that you do and what makesit an interesting field to workin

e The company culture, including any team activities or social events

e Your company valuesand any charity work or CSR

e Anyawards you have won or mentionsin the press

e (Casestudiesor quotesfrom graduates

e Your clients — you can use their brands to sell your business e.g. ‘Do you want to
work with Rolls-Royce and Jaguar Land Rover?’. It grabs their attention and gives
them confidence in the credibility of your business.

To really make your job stand out, why not include pictures of videos of your
team/office?

LAVLINAG M ¢ Use bullet points to give a flavour of the role —you do not need to give an

role exhaustive list of everythingthey mightgetup to

e Graduatesare typically attracted to roles that give them a breadth of experience,
so considerincluding tasks that will show themthe broad range of things that
they will experience.

S INAGTEEN o Bullet point list of skills and competencies that you are looking forin the

person candidate, separated into essentials and desirables.

o Keepthe number of skills to just those that are really required forthe job, as
candidates are less likely to apply if they don’tfeelthat they tick enough boxes.

6. Practical This section should contain all the practical information that candidates need to

details know, including:

e Thesalary and any otherbenefits —avoid “competitive” and huge salary
brackets. A neatsalary range like £18-20,000pa is fine, but large salary ranges
like £14,500-£26,000 makes graduates highly suspicious

e The contract type andlength. Permanent roles are typically more appealing than
temporary contracts

e Expectedinterview date and start date
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o Details of howto apply

e Contact details for the person responsible forthe recruitment

e The working location — graduates are not as mobile as we might thinkand are
typically reluctantto move to placesthat they have no ties to. As a local SME you
can use this to your advantage and give graduates an exact working location,
something that many corporates are unable to do.

Advert template
Feelfree to use the template below to begin yourgraduate job advert.

Role title, Organisation
Salary, location

Summary
Inserta brief summary of the position and company allows candidates to quickly assess whether
the position is for them or not.

About the business

Insert a brief description of the business, with some information that helps candidates
understand what makes it a good organisation to work for. Considerincluding quotes or pictures
to bring your words to life. Include a website orsocial media channels so applicants can do their
own research.

About the role
e Include bullet points that give candidates a flavour of the scope and day-to-day activities
in the role.
e Youdon’tneedtoinclude every possible task they may be asked to do but graduates
often cite a lack of available information on the role itself as a large reason for not
applying, so this is a good opportunity to make this information easy to access.

About the person
e Include your essentialand desirable criteria here, in bullet points
e Remembertokeepthislist relatively shortso as to not put candidates off applying
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What are all the practical details?
Starting salary:

Location:

Start date:

Length of role:

How to apply:

Who to contact for more information:

Job advert — good example

International Support Coordinator
Lincoln, £18,000 - £20,000pa

How would we sum it up?

This is an interesting role for a graduate of any degree discipline that will allow youto have a

positive impact on the lives of children with special postural needs across the world. You will support
international sales teams through assisting with the efficient processing of orders, generating
research reports, acting as a brand ambassadorand assisting with sales and marketing. Your role is
both technical (making sure the exportbookis up to date, monitoring export prices, writing reports)
and personal (building relationships, responding to enquiries, supporting colleagues) so you must be
equally analytical, organised and personable.

What’s the business all about?

We are a family run company that aims to enrich lives and change perceptions of disability.
Established by a paediatric physiotherapistand a product designer, we design and manufacture
innovative products that a) provide the physical support that disabled children need to have a
functional, pain-free future, and b) children will enjoy using (see images below). Charity and social
activities play an active part in ouremployees’ workinglives and they we are proud of ourfriendly
and supportive working environment. Check out our Instagram page to find out what the team have
been upto recently or visit our website to learn more.
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What would you be doing?
You will be part of the team that distributes our products to our international suppliers, and makes
sure all customers, formindividuals to big organisations, get a great service. Typical activities might
include:
e Supporting non-UK Distributors and customers on a day-to-day basis
e Building relationships with customers and engaging with them to increase sales
e Taking responsibility for the Export order book, managing customer deliveries and generating
delivery reports
e Lliaise with planning and productionto support customerrequirements
e Monitoringexport prices and making changes when needed
e Generatingreportsand calculating statistics to show trends in the market or with customers
e Working with the marketing team to support promotional activity
e Actively promotingthe brand and beingan effective brand ambassador
e Assisting at exhibitions, both withinthe UK and overseas
e To think constantly of ways to prevent mistakes, improve things and make the company more
efficient

What type of person are we looking for?
The ideal candidate will:
® Be agraduate of any degree discipline
Have an interestin internationaltrade
Preferably speak another Europeanlanguage, ideally German
Be an excellent communicator, with exceptional written and verbal communication skills
Be meticulously organised, with excellent attention to detail
Possess solid time management skills and the ability to manage multiple deadlines/priorities

What are all the practical details?

Starting salary: from £18,000pa - £20,000pa dependingon skills and experience

Location: Lincoln city centre

Start date: September 2021

Length of role: Permanent, with six months probationary period

Benefits: 28 days holiday, performance related bonus, opportunities for rapid progressionincluding
salary reviews, free parking and the opportunity to study for Chartered Management Institute
accreditations.

Sound good to you? Then we’d love to hear from you!

If you love the sound of this role, please send us your CV and covering letter, telling us more about
yourself and why you’re interested in the role. If you’d simply like to know more or have an informal
chat with us, please just drop us an email on jane @tigersupport.madeup.uk. We are also passionate
aboutcreating a diverse workplace and positively encourage applications from under-represented
communities. And if the role’s not for you— can you think of someone this job could be perfect for?

If so, please do forward the details on to them!
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