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Job Posting Text Template
How to use this template
Do not change bold formatting/headers.
[bookmark: _Int_1JN5KRug]Do not change text size.
Before copying-and-pasting your final job posting into the Workday Job Posting Text field:
· Line-edit your final job posting.
· Delete all instructional text and the instructional text bumpers.
[bookmark: _Int_eaeagnRW]Confirm that all text in angle brackets (less and greater characters) has been customized for your recruitment and the angle brackets have been deleted.
Be sure all ***** character strings and optional sections you’re not using have been deleted.
Once you’ve finished copy-pasting your text into the Job Posting Text field, scan and make sure everything looks okay before submitting. 
Template key
	Text or symbol
	What this indicates
	What you should do

	[INSTRUCTIONS – DELETE BEFORE POSTING]
	The beginning of a set of instructions
	Delete all instructions, including the bracketed phrases

	[END INSTRUCTIONS]
	The end of a set of instructions
	Delete all instructions, including the bracketed phrases

	Angle brackets (less and greater characters, e.g., < >)
	A placeholder for your custom text
	Replace text within angle brackets with your own text and remove the angle brackets

	*****
	Optional elements
	Delete content that does not apply to your recruitment and delete all ***** text strings from optional text that you want included


Job posting text (the template starts below)
<Department> has an outstanding opportunity for <Job Posting Title> to join their team.
About this Opportunity
Reporting to <Manager’s Title>, the <Job Posting Title> is responsible for <insert 2-3 sentences providing high-level overview of the role’s purpose and impact>.

[INSTRUCTIONS – DELETE BEFORE POSTING] 
Insert additional information about the role, such as the UW worksite location or details about telework eligibility and work schedule. [END INSTRUCTIONS]

*****The salary information provided below is for a full-time position and will be prorated for this part-time, <XX>% FTE opportunity. 

Key Responsibilities
[INSTRUCTIONS – DELETE BEFORE POSTING] 
- Use 5–12 bullet points to describe the essential job duties. Include the approximate percentage of time for each responsibility (total must equal 100%).
- Focus on work performed, not skills or qualifications — those should be included in Qualifications, below). [END INSTRUCTIONS]

[Responsibility #1 – XX%]
[Responsibility #2, and so on – XX%]
[Responsibility #3 – XX%]
*****This position manages <#> employees.
*****This position performs essential services and may be required to work during any period of declared suspended operation.

Required Qualifications
To be considered for this opportunity your application must demonstrate you meet both the minimum qualifications and additional qualifications listed below. Equivalent education and/or experience may substitute for minimum qualifications except when there are legal requirements, such as a license, certification, and/or registration.

Minimum Qualifications
[INSTRUCTIONS – DELETE BEFORE POSTING]
- All minimum qualifications must exactly match the approved Workday position.
- Use bullet points only.
- Professional Staff roles: include quantifiable years of education and/or experience only.
- Classified and represented positions must use exact language from the applicable class specification.
- Do not include preferred or “nice‑to‑have” qualifications here. [END INSTRUCTIONS]

Applicants who do not meet these qualifications WILL NOT be forwarded to the Hiring Department.
<Minimum qualification #1>
<Minimum qualification #2, and so on>

*****Additional Qualifications
[INSTRUCTIONS – DELETE BEFORE POSTING]
Use this section only if “Additional Qualifications” are listed in the approved Workday position. All bullets must mirror Workday exactly. [END INSTRUCTIONS]

<Additional qualification #1>
<Additional qualification #2, and so on>

*****Preferred Qualifications
[INSTRUCTIONS – DELETE BEFORE POSTING]
List 3–5 qualifications, skills, or experiences that are desirable but not required. Do not restate minimum qualifications. [END INSTRUCTIONS]

<Preferred qualification #1>
<Preferred qualification #2, and so on>

*****Working Conditions
[INSTRUCTIONS – DELETE BEFORE POSTING] 
Describe any physical, environmental, or operational conditions that affect daily work. Content must mirror the approved Workday position. [END INSTRUCTIONS]

<Working condition #1>
<Working condition #2, and so on>

*****Additional Application Requirement
[INSTRUCTIONS – DELETE BEFORE POSTING] 
Include this section only if your recruitment requires a cover letter. [END INSTRUCTIONS]

This recruitment requires a cover letter. Applications that do not include a cover letter will not be forwarded to the hiring department.
Please address the following in your cover letter:
<Instruction #1>
<Instruction #2, and so on, and so on>

*****Visa Sponsorship
[INSTRUCTIONS – DELETE BEFORE POSTING]
If the position will be open to applicants requiring an H-1B or E-3 visa, include this section header and the statement below. [END INSTRUCTIONS]

This recruitment is open to applicants who will require employer sponsorship for an H-1B or E-3 visa.

*****About the Team
<You may wish to share 1-2 brief paragraphs about the department/team the applicant will work with. Units may also provide a department website URL for the applicant to learn more.>
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