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HOW TO WRITE A SUCCESSFUL

JOB DESCRIPTION

HIGHLIGHT BENEFITS

7  SALARY EXPECTATIONS

» Write a clear and targeted title

» Open with a short attention grabbing summary of the role
» Ex. include the company mission, how the role improves lives

or lead to career advancement

List any additional perks outside of salary — i.e. free meals,
cash bonuses, health insurance

Keep descriptions for and scannable to make it easy for
applicants to determine if they are a good fit for the role

» Core Responsibilities

» Day-toDay Activities

* Who the Job Reports to

» Requirements — i.e. past experience, certifications or
soft skills

Separate the absolute required skills from the nice
to have list of skills

* Include a specific salary or salary range

To post your job and for more hiring strategies, visit:

indeed.com/hire

Explore more insights, tips and tools to help your business thrive:

americanexpress.com/businessclassformerchants

Disclosure: This material is for informational purposes only and is not intended to provide legal, employment, or financial advice. If you have
questions, please consult your own professional legal, employment and financial advisors.
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