Job Posting Template
Copy and paste the following job posting template into a new document and insert your own details.


{Job Title}
{Location of Job – if needed}
We need your talent !
Company : {Name of Company} is {describe the company}.

Job Description:  Your main responsibilities will be {give a detailed overview of the responsibilities of the position}. On a day-to-day basis, you will be expected to {list the main tasks associated with the job}. To achieve this, you will be working {alone, as part of a team, as leader of a team, etc.}. Your work will enable the company to {state why this job is important to the company}.

Requirements and Qualifications : Valuable assets include {give a detailed overview of the responsability of the position}. This full-time position offers {list all the advantages of working for your company}. 
How to apply : Applications may be submitted by {mail, e-mail, fax, etc.} no later than {Deadline for Applications} to:

{Competition Number: if applicable}

{Company Name}

{Mailing Address}

{Telephone Number}

{Fax Number}

{E-mail Address:}

{Website Address:}

Attention: {person or position, if applicable}

For more information about our accessible workplace and the Canadian Workplace Diversity Initiative, including disability accommodation, please contact {E-mail adress} or call {Telephone Number}.

{Name of Company}  is an equal opportunity employer; we welcome applications from people with disabilities, and we can provide accommodations during hiring processes. We value the diversity of the people we hire and serve. Diversity at {Name of Company}  means fostering a workplace in which individual differences are recognized, appreciated and respected, as well as responded to in ways that fully develop and utilize each person’s talents and strengths.

{Name of Company} is a registered trademark. ©{Year} {Name of Company} 
