Immediate Opening - Position Name
Company Name  |  Company Address | Company Phone Number
Company Website

About the Company
· Add information about your company’s history, mission, vision, and values here. Link to your website / LinkedIn page if you have one.
Position Description
· Use bullet points to describe the position here
· List all responsibilities and tasks
Work Details and Schedule 
· Please include if this is a part-time or full-time opportunity, or if the position can be either part-time or full-time.
· Please include the general working hours and/or shift. 
· If you can offer a flexible schedule and/or remote work (even if you’re able and willing to do so only during the school year to accommodate students’ schedules), please include that! Sometimes employers can be flexible but if that’s not included on the job description, it might hinder the number of applicants received. 
Job Skills and Qualifications 
Required Skills:
· List required education and experience here
· Include required technical skills and interpersonal skills as well

Preferred Skills:
· If there is specialized training or a particular skill set you would like to ideally have, please include that here

Salary & Benefits
· The NYS Salary Transparency Law requires employers with four or more employees to include salary ranges on job descriptions.
· Provide the actual salary or salary range you intend to offer. Please avoid vague statements such as “Salary is commensurate with experience” or “Salary is negotiable.” If there are benefits, list them here as well.
To Apply
· Please list the application materials you wish to see (résumé, cover letter, etc.). You can have candidates apply directly through Handshake, or list the external site or email address you’d like candidates to use. 
Contact
· Please list the person or department candidates can contact if they have questions about the position or application. 

NOTE: To encourage the widest applicant pool possible, employers are strongly encouraged to post this position in Handshake, JCC’s career platform for students and alumni, in addition to sending it to Career Services. Create your free account here, and view tutorial videos on how to use and maximize Handshake here. 
