GUIDLINES FOR PREPARING A NEWSPAPER AD


Advertisements should appear in Wednesday or Sunday newspapers, or both.  The following elements should go into ads.  At the option of your agency, you might include other elements.

1.
Job Title:  Use the same job title that’s on the Vacancy Announcement.

2.
Position Number:  Enter the five-digit posi​tion number from the position control roster.

3.
State of Montana:  Specify State of Montana.  Applicants might not know it’s a state gov​ernment job with just the agency name.

4.
Department Name:  Give the depart​ment name.  Applicants and Job Service staff may have questions or concerns that only the depart​ment can answer.

5.
Location of Job:  Give the city or other location of the job.

6.
Starting Salary:  Use the entry salary.  You may include a compen​sa​tion statement.

7.
Responsibilities/Requirements:  Briefly state the responsibilities and minimum education and experience require​ments.  You can list special re​quire​ments, such as extensive travel, unusual work​ing hours, required licenses, or on‑call status.  If appropriate, include the Affirmative Action statement. 

8. Application Process: List places where people can get appli​cation materials. 

9.
Deadline:  Enter the final date for submitting application mate​rials.

Format Example

Job Title:  Training Program Director

Position Number:  55555

State of Montana:  State of Montana

Department Name:  Department of Administration

Salary:  $34,089 to $49,066, depending on qualifications.  Excellent benefits.

Responsibilities/Requirements:  Respon​sible for

state​wide supervisory and managerial training program.

Application Process:  Contact your local Job Ser​vice or Personnel Office, 1310 East Lockey, Helena, MT 59620, phone 444-7777 for application materials.

Deadline:  July 1, 200_.

Example of an ad:
 

If you have two or more posi​tions va​cant, you can group these into one ad.  This will save repeating infor​mation about the state, your agency, and where to get application materials.

Example of a group ad:


Training Program Direc�tor, Position #55555, State of Mon�tana, Department of Adminis�tra�tion, Helena, salary $34,089 to $49,066, depending on qualifications.  Excellent bene�fits.  Responsi�ble for statewide supervisory and managerial training program.  Contact your local Job Service, the Person�nel Office, 1310 East Lockey, Helena MT  59620,  phone 444-7777 or � HYPERLINK "http://mt.gov/statejobs/statejobs.asp" ��http://mt.gov/statejobs/statejobs.asp�  for ap�plication materi�als and more information.  Deadline: July 1, 200__.  EEO Employer.





The State of Montana, Department of Ad�minis�tra�tion is recruiting for the following posi�tions:





Training Program Director Position  #55555, Helena, starting $34,089.  Re�sponsi�ble for state�wide superviso�ry/�mana�gerial training pro�gram.  Deadline: July 1, 200__.





Ware�house Worker Position #09607, Hele�na, starting $21,773.  Position deliv�ers orders to state agen�cies and performs general warehous�ing func�tions.  Deadline: June 28, 200_.


 


EEO Employer.  Excellent bene�fits.  Contact your local Job Service, the Person�nel Office, 1310 East Lockey, Helena MT 59620 phone 444-7777 or the State’s website � HYPERLINK "http://mt.gov/statejobs/statejobs.asp" ��http://mt.gov/statejobs/statejobs.asp� or more infor�ma�tion and applica�tion materi�als.
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