
When your organization has a position to fill, you want to attract the right individuals to 
join your company. The first step to finding the right candidate is writing a standout job 

description. Job descriptions are an essential part of the hiring process not only 
attracting the right individuals, but also for managing your employees. These written 

summaries of the positions describe and outline what exactly the role entails, 
performance expectations and necessary skills, as well as defines where the position fits 
within the company’s overall hierarchy. A well-written job description should be clear, 
practical and accurate. Good job descriptions should include a careful analysis of the 

important facts about the job such as:

What to Include in a Good Job Description: 

• Job Title & Summary
The title and level of the position should accurately describe the work that the 
employee will be performing. The job’s title should also reflect the standards of 
the industry as well as the organization. After defining the position, you should 
include a brief overview of the position’s purpose and main responsibilities. 
The summary should be to the point; a few sentences will typically suffice.

• Department & Hierarchy
It’s important to include details on to whom this position would report to and 
where within the company’s hierarchy this position falls.

• Job’s Overall Purpose Statement
In this section, you should outline the job’s objectives, describe the broad 
functions of the position and list the task/duties that are critical to success. 
Typically, this includes between 5 and 10 responsibilities. Well 
written job descriptions begin each responsibility with a present tense action 
verb. For example, “research new industry trends” or “develop a 6z month 
marketing plan.” Be transparent and precise, in order to help the applicants 
form understanding of the position. 
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Include all qualifications that are mandatory for the position, along with 
those at are preferred. Qualifications to include are: years of experience, 
certifications, licenses, education level and any necessary technical skills. 

• Location
You should include details on where the company/position is located. Also, it’s 
important to include information about travel, if necessary. You should note the 
percentage of time the position includes traveling and where they will be expected 
to travel.
• Employment Type
Be clear if the position is full time, part time or an internship	  

How to Write a Job Description:
While not all job descriptions are created equal, a well written job description is the    
 perfect balance between being too descriptive and too vague.  
Here are a few tips for formatting a good job description:  

• Use bullet points when possible, it makes the job description easier to skim.
• Every statement in the description should be clear and concise.
• When writing the job description, choose a style/words that embody your 

company’s personality. The overall goal is to attract candidates who will be the 
right fit for both the position and the company.

• Always use the present tense of verbs
• Avoid biased terminology either use the he/she approach or construct 

sentences that don’t require gendered pronouns.	  

For more information on our healthcare staffing 
services,  contact us today at 

www.GHResources.com or at 1-800-879-4471
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