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	Recruitment advertising: primary school checklist 


Use this checklist to overhaul how you advertise your job vacancies. For more information on each step, go to our companion article, ‘How to advertise your primary school effectively when recruiting’ at www.thekeysupport.com/sl.

We created this checklist with help from Gareth Thyer-Jones, founder of social media recruitment service Talented Teacher Jobs.
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	1. Create the advert

	Include the basics (as far as the advert format allows): 

· Information about the job

· Your ethos and culture
· A photo of the school
	

	Highlight the features that set you apart from similar schools nearby. Do a staff survey or look at publicly available data to pinpoint these if necessary. 

For example, emphasise your:
· Outstanding pupil progress or attainment

· Location

· Great extra-curricular clubs

· Brand new facilities

· Specialist staff

· Low pupil absence rates

· High staff retention
· Great CPD offer
Be honest if you’re on a school improvement journey. It will attract people looking for a challenge.


	

	2. Place the advert

	Post the advert in at least 3 places: 

· School website and social media profiles

· Local authority job site

· One national recruitment site 

In the advert you post on your social media profiles, include an image of the school to attract attention, and link to the full advert on your website.

Diversify your advertising to reach people you wouldn’t normally. Take out a series of cheaper adverts in a variety of places.
	

	Ask staff to refer anyone they think would be good for the job.

· Word of mouth is a cost-effective and often successful option for smaller schools, so ask your staff to share the vacancy with their peers and on their own social media profiles

· You could even offer a small financial incentive for any staff member who refers someone who is hired


	

	Place the advert for at least a month.

Bear in mind notice period requirements and how tricky it can be for teachers in particular to find time to complete applications. Most teachers must give notice by 31 May to start a new job in September.


	

	3. Improve your online presence

	Create a permanent ‘working here’ page on your website to explain why your school is a great place to work.
Include: 

· Your unique/distinguishing features
· Photographs of your school

· The benefits of your local area

· Your priorities for staff, any perks you offer, testimonials from current staff members

· A clear link to your full job advert, if that’s on a different page of your website

	

	Create/improve your school’s Facebook and Twitter profiles to highlight your selling points.

Well-maintained profiles will help applicants to get a day-by-day sense of life in your school.

	

	Post the vacancy in relevant Facebook groups and/or other social media pages.

Many groups and forums where teachers and school staff talk and share ideas are happy for schools to post alerts about job vacancies. Search for groups and conversations relevant to the vacancy you’re advertising. For example:

· If your primary school needs a deputy headteacher, try the ‘Primary School Leaders’ Facebook group
· Tweet your advert on Twitter with education-specific hashtags, such as #teachingvacancyuk or #ukedchat

	

	4. Make the application process as simple as possible

	Remove unnecessary steps and details so the process isn’t overwhelming or too time-consuming – for applicants or you.

Just ask for the essential information upfront:

· Basic personal details

· A CV or description of their experience and work history

· Necessary safeguarding information

· Statement about why they want to work in the advertised role, at your school
	

	Get a staff member to test your application process, to check how easy and user-friendly it is.

Ensure the recruitment process is smooth and stress-free for applicants. Remember, the application process is as much a chance for you to sell yourself to potential candidates as it is for candidates to demonstrate their suitability to you.
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