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JOB BANK POSTING DETAILS

INSTRUCTION
Complete the three sections below, minimally the role overview (required), and upload this completed form to the attachments section when creating the job bank posting.  

ROLE OVERVIEW (required)
Provide 3-5 sentences selling the role details you want candidates to know. 
Click or tap here to enter text.

WORKING TITLE (optional) 
What title do you want your candidates to see (30 characters or less)?
Click or tap here to enter text.

SCREENING QUESTIONS (optional): 
Provide 1-3 role-specific questions. For each, provide answer options and if pass/fail for auto-disqualifier.
Click or tap here to enter text.


GUIDANCE

ROLE OVERVIEW (REQUIRED): 
Classification-specific job profiles are posted to the job bank, not role-specific job descriptions, to ensure consistency in hiring across the state. A role overview is how we provide more role-specific information to candidates that is not already included in the job profile. Focus on division scope, projects, requirements, regions of responsibility, travel, etc. For example: 

In this role you will work for the Division of Trauma and Injury Prevention supporting our Central region with activities focused on improving the quality of data submitted to Indiana's trauma registry, injury prevention efforts, continuous quality performance improvement, and regional planning & evaluation. The ideal candidate must reside within the Central Region, which includes the following counties: Benton, Blackford, Boone, Carroll, Cass, Clay, Clinton, Delaware, Fayette, Fountain, Grant, Greene, Hamilton, Hancock, Hendricks, Henry, Howard, Jay, Johnson, Madison, Marion, Montgomery, Morgan, Owen, Parke, Putnam, Randolph, Rush, Shelby, Sullivan, Tippecanoe, Tipton, Union, Vermillion, Vigo, Warren, Wayne, and White.



WORKING TITLE (OPTIONAL):
This is what external candidates will see first. The title should be specific, yet succinct to help job seekers immediately understand the role’s level and focus area. For example:

“Program Coordinator 5” vs “Data Quality Coordinator” 
The first is too broad and doesn’t help drive candidates to read further if they are simply looking at a list of posting titles. 

SCREENING QUESTIONS (OPTIONAL): 
Do you get too many candidates or too many unqualified candidates? Looking for a way to quickly streamline your candidate review process? Screening questions can help. We can build screening questions to your preference and can auto-disqualify candidates based on answers. For example:

· How many years of professional experience do you have managing staff? (Answer should be a number and anyone who answers under 5 fails screening.)
· Briefly detail why you’re the best candidate for this position. (Free text, any answer passes)
· Do you have professional experience writing grant proposals? (Yes or No, any answer passes)
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