Writing Inclusive Job Descriptions
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When formulating your job description, it is important to consider including language that would attract and engage a
diverse pool of candidates. An inclusive job description createsanopportunity for a wide-range of people to imagine
themselves in a role, which in turn may influence their decision to apply. Listed are some best practicesthat can make
your job descriptions more inclusive. In addition, the HR team is available for consult and can provide you with support

and additional recommendations, when needed.

Tips for Writing Inclusive Job Descriptions

e Use gender-neutral language: Be mindful of your word
choicethroughoutyour job description. Some words or
phrases areconsidered to be more masculinethan
others. Also, avoid using words like “he or she” instead
use “you,” “they,” or “the ideal candidate” when
describing job responsibilities.

o Wehaveprepared a list of a few commonly-
used words in job descriptions that have been
defined as masculine, and the gender-neutral
alternatives you may want to considerto
replacethem. You may alsofind the freetool
Gender Decoder to bea useful resource.

e  Prioritize and limit your requirements: Consider only
including necessary qualifications/competencies for the
role.When itis not clear what differentiates between
“required” andpreferred” experience, skills or
education, there may be disparateimpact on certain
groups. If thereare certain desired skills you still think
areworth mentioninginthejob description, include
language like “familiarity with,” or “basic knowledge of,”
to clearly conveyitis nota requirement. Also consider if
the skill or knowledge can be easily learnedon thejob
oncetheperson fillstherole, rather than requiringitas
a competency required for the position.

e Promoteopportunity forgrowth: When possible,
emphasize that both candidates who have
demonstrated the job requirements and those who may
still belearningandgrowing are welcometo apply.
Candidates evaluate themselves differently andmay
determinethemselves as “unqualified” for theroleif
they don’tfeel the knowledge they have acquired will
be sufficientfortherole.

e Be thoughtful about specificrequirements for past
experience: There hasand continues to be
underrepresentation of certain groups in higher-level
positions, whichcontinues to create barriers to entry for
qualified female candidates—especially women of color.
Researchshows femalerepresentation drops steadilyas
you move from entry-level positions up to the C-suite.
Consider theadverseimpactthatcouldresult when
requiring candidates to have a certainnumber of years
in previous roles they may have never been given the
opportunity tofill.

Describe the goal or outcome ratherthan the approach:
Best practiceisto focus on the goal/outcome, rather than
the method. Keep in mind thatweareall uniqueandcan
apply adifferentapproachesto achievethedesired
outcome. Try not limiting candidates to a s pecific type of
approach or method, if possible.

Re-evaluate language usedto describe the candidate: Using
words suchas "expert," or "superior” can beintimidating to
some candidates who may see themselves as team players,
as opposed to other candidates who maybe more
competitivein natureand areless humbleabout their
experienceand/or accomplishments. It’s also important to
considerwhatyoureallywantin yourideal candidate. Are
you really look for an“expert” or someone who can
demonstrateand/orhas had exposureto a certainskill set?

Be mindful of varying levels of literacy: Ensureyourjob
descriptions are easy to understand and appeals to a diverse
audience. Writing complex descriptions that are difficult to
understand may exclude people with different levels of
literacy, as well as those who mayhave a learning disability
thatdoes not preventthemfromcarrying outthe
responsibilities of the job successfully.

Limit business jargon: Incorporatingjargon and acronyms
thatmay not be familiar to a diverse candidate poolis
discouraged. It can greatly diminish the number of
candidates you mayattract from other industries with
transferable skills. Focus on writinga clear, concise
description of thetasks andrequirements for therole. If
jargonis necessary to describe certain systems or software,
pleasebesureto spell them out, rather than justincluding
the acronym(s).

Avoid phrases that may appear ageist: Phrases like "young
and energetic," “digital native” or "work hard, play hard," can imply
orovertly state that you’re seeking candidates of a certain age
range.

Question your own bias: Be conscious of whatitis you’re
looking for in a candidate and question if the requirements
or “niceto have” skills sets may benefit certain people or
groups morethan others.
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