Sample Wording for Writing Job Advertisements
Dear Hiring Managers:  This document is provided to assist schools/departments with wording of Job Ads.  You may copy (Ctrl + C) and paste (Ctrl +V) these comments into Munis when writing job ads.  The document was intentionally left in Word format to allow you to customize the list to suit the jobs you typically will run for your school/department.  Feel free to delete any that do not apply to your school/department.  
Instructional

This advertisement is for the (enter school year, e.g., 2017-2018) School Year.  

Applicants must have valid Florida teaching certificate or current Statement of Eligibility issued by FLDOE. Recent college graduates may apply without having either document, but will be required to apply for initial certification prior to being offered a position. This position requires the teacher to be highly qualified in the subject area of the assignment.

PreK Teacher

Must be Florida state certified and hold a Bachelor's degree or advanced degree in Early Childhood Education. Initial health examination includes screening for tuberculosis.

Mini Contract

Mini Contract (enter specific dates to start-end, e.g., 9/5/17 - 11/20/17)
Coaching Supplement

Must be available by (enter specific time, e.g., 3:15pm).  Applicants must have a completed and approved employment application and a Florida Athletic Coaching Certificate or Florida Educator's Certificate.
Custodial, FNS, Maintenance, Warehouse, Courier, PLACE (if applicable)
Offer of employment will be contingent upon successful completion of a pre-employment drug/alcohol test and job-specific physical.
Instructional Assistant

Requires Associate Degree, completion of 60 semester hours of college or passing score on the ParaPro Assessment.  Information about ParaPro can be located at www.ets.org/parapro.
Interpreter for The Deaf and Hard of Hearing

Required Qualifications: High School Diploma, EIE I, QA I, or EIPA 3.0 credential. Preferred Qualifications: NIC, RID, NAD, EIPA or an educator's certificate. Associate's or Bachelor's degree in a deaf related field.
Production Assistant

3 FNS approved certifications required.  Offer of employment will be contingent upon successful completion of a pre-employment drug/alcohol test and job-specific physical.
Early Head Start

Must have the Child Development Associate Credential (CDA) or the CDA equivalent credential within 1 year of employment; valid Florida Drivers' license, record of safe driving; certified in First Aid and CPR for infants or agree to earn within 1 year of employment.
Maintenance IA (Cabinetry)

Preferred: experience in all phases of cabinetry; millwork, laminating, hardware, assembly, installation and the ability to schedule jobs. Class B CDL required for this position. Temporary permit required to start. Offer of employment will be contingent upon successful completion of a pre-employment drug/alcohol test and job-specific physical. This position is subject to OTETA drug and alcohol testing.

Maintenance I (Flooring/Fencing/Welding)

Preferred: 8 years’ experience & working knowledge in all phases of flooring, fencing & welding. Class B CDL driver's license required; temporary permit required upon hire. Offer of employment is contingent upon successful completion of pre-employment drug/alcohol test & job-specific physical. Position subject to OTETA Drug & Alcohol Testing.

Maintenance II (Flooring/Fencing/Welding)

Preferred: 5 years’ experience & working knowledge in all phases of flooring, fencing & welding. Class B CDL driver license required for this position, temporary permit equivalent required upon hire. Offer of employment is contingent upon successful completion of pre-employment drug/alcohol test & job-specific physical. Position subject to OTETA Drug & Alcohol Testing.

Grant Funded

Grant funded position.
CDL Required
Class B CDL required upon hire.
Approved Candidate List (Pool)
Applicant must be in on the Approved Candidate List for this position.
Re-advertisement

Previous applicants will be considered and need not reapply.  Re-advertisement

