
 

 

  



  

Essential elements to include in your job ad 

Job title: 

 Keep it clear and simple—use a job title that accurately describes the role and contains 

relevant keywords students and graduates are searching for. 
 Make sure it’s easy to understand and free from industry jargon. 

Application deadline & contact information:  

 Clearly state the deadline for applications. If you're reviewing applicants on a rolling basis, 

make sure to mention it and encourage early applications. 
 Add a contact option for questions, but keep it optional. 

Job details & expectations:  

 Mention the number of positions available, the expected start date, and salary. Offering 
this upfront can help attract more relevant candidates. 

 Be clear about the hours, location (including city and region), and whether the role is 
remote, on site or hybrid. 

Company overview:  

 Briefly describe your company’s culture and what it’s like to work there. 

 Highlight what sets you apart—like opportunities for training, career advancement, and 
how you support each employee grow.  

 Include any social responsibility initiatives or commitments to sustainability and diversity. 

 



 

Crafting the job description 

Summary: 

 Use a 2-3 sentence hook to grab attention. Summarise the role in a way that excites 

students and grads and makes them want to read more. Highlight the most attractive 
aspects of the job. 

Responsibilities: 

 Outline the main duties and what the role entails. Keep it concise and focus on what’s most 

important for the position. 
 Mention any perks or growth opportunities, like mentorship, training or networking. 

What you’re looking for: 

 Clearly explain the skills, qualifications, and experience you need from applicants. Be 
specific but avoid being too generic. 

 Focus on what’s truly required for the role—don’t overwhelm with unnecessary details. 

How to make the application process easy 

Clear application instructions: 

 Be clear and simple about how students and graduates should apply. Let them know if you 
need a CV, cover letter, or portfolio. 

 Provide a direct link to the application form or submission portal. 

Choose the right categories: 

 Make sure you select the correct job category and occupation type when posting on 

MyGateway. This helps ensure your job ad shows up in relevant searches and reaches the 

right audience. For example, when looking to fill a current vacancy with a graduate you 
could use ‘immediate start’ and ‘graduate level role’. 

 



 

Quick tips to wrap it up 

Simplicity is key: Students and graduates often scan job ads quickly—make sure yours is easy to 
read and gets straight to the point. 

Transparency builds trust: Share what your company stands for and what makes it a great place 
to work. Candidates want to know they’ll be joining an organization that aligns with their values. 

Be concise: Avoid overwhelming your audience with too much detail. Highlight the key aspects of 
the role and what’s most appealing to your ideal candidate.  

By following these guidelines, you’ll create a job ad and job description that attracts the best 

students and graduates, making it easier for them to quickly assess if the role fits their career 

goals and skill set.  

If you have any questions or would like our support, do not hesitate to contact us at 
employerengagement@dmu.ac.uk or +44 (0)116 257 7595.  

 

 


