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Do include mention of any non-salary compensation accompanying the position, such
as medical and vision benefits, day care, stock-option plans, and so on. If your organiza-
tion provides domestic partner benefits, a special dental plan, and other benefits which
are not customary, those can also be important enticements to mention to candidates.

THE FINE PRINT

Do say “principals only” if you don’t want agencies contacting you, i.e., would rather not
pay 10% to 30% of salary as a finder’s fee. If you are happy to work with agencies, get
explicit documentation of their fees before they send you a single candidate. If you have
your own HR staff, find out in advance the interaction of financial responsibility for
outside agencies presenting candidates.

Do say “This is a full-time, salaried position only. Contract, hourly, or part-time appli-
cations will not be considered” if that is the case — or vice versa. If your intent is to do a
contract-to-permanent position, do not advertise it solely as a contract position. Con-
versely, if you are seeking a contractor but are open to a possible retainment, use a stan-
dard phrase such as “Contract position only, but employee possibilities for the right
person.

If you are publishing this directly, rather than handing it off to your HR department,
remember to include whatever standard legal disclaimers are required or advisable. If
you have specific requirements which are not specific to job duties, such as eligibility for
a security clearance, or cannot accommodate certain situations, such as assistance with a
visa or work permit, indicate those requirements clearly. I sincerely advise you to have
your legal or HR department (or both) sign off on any requirements of this type before
publishing them in any venue.

Summing Up

As you can see, the basic guidelines are simple. If you address each of the points above
with a line or two of text, it will take a relatively small amount of editing to turn the
results into an advertisement suitable for publication. Think of things that you would
want to know about a position, and let that be your guide. Then run it past the lawyers
just to make sure.
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