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Writing Tips

1. Write in a conversational tone.  If you wouldn’t use a phrase or term in normal conversation, then don’t put it in your ad.

2. Don’t write your add as a list.  Illustrate the tasks.

3. Don’t use empty clichés or adjectives.  They do not add anything useful to your add and waste expensive advertising space.  Try to explain why the person will need these qualities.

4. Use active verbs:  They’ll shorten your sentence length and sound a lot snappier.

Helpful Hints

	(
the candidate/the incumbent/the applicant
(
the company/the organisation
(
this role is responsible for
(
within
(
have an understanding of
(
written and verbal communication skills
(
ongoing development
(
in a timely manner

(
demonstrated ability/experience

(
direct, manage and supervise
(
possess a tertiary qualification
(
you will be required to
(
vacant position
(
resulting consequences
(
closing date for applications

(
1 January 2006
(
proven experience
(
new innovations
(
future advancement
(
In addition

(
lead, conduct and manage

(
a framework for strategic planning
	Formal

Impersonal

Long

Formal

Long

Long

Long

Long

Long

Long

Long

Long

Formal

Repetitive

Long

Long

Repetitive

Repetitive

Repetitive

Long

Redundant

Passive
	· you

· we

· you will

· in

· understand

· communication skills

· development

· on time

· ability/experience

· manage

· tertiary qualified

· you will

· job

· results

· closing date

· 1/1/2006

· experience

· innovations

· prospects

· also

· manage

· a strategic planning framework


	Instead of
	Reason
	Try

	lead, conduct and manage
	Redundant
	manage

	a framework for strategic planning
	Passive
	a strategic planning framework

	redevelopment of services
	Passive
	service redevelopment

	liaise and negotiate
	Redundant
	negotiate

	work groups and project teams
	Redundant
	teams

	coordinate and lead
	Redundant
	lead

	demonstrated experience
	Redundant
	experience

	demonstrated ability
	Redundant
	ability/expertise

	highly developed
	Long
	strong/advanced/superior

	ability to develop comprehensive reports
	Long
	report writing skills

	authoritative advice
	Redundant
	advice

	develop workable change management strategies
	Long
	manage change

	manage and develop staff
	Long
	coach staff

	an appropriate tertiary qualification in...
	Long
	tertiary qualified

	successful / interested applicant
	Impersonal
	you

	applicant
	Impersonal
	you

	candidate
	Impersonal
	you

	incumbent
	Impersonal
	you

	occupant
	Impersonal
	you

	cost effective
	Long
	efficient

	cost effective redevelopment
	Long
	optimisation

	staff, suppliers, clients, industry bodies, agencies
	Long
	stakeholders

	analyse and interpret
	Redundant
	analyse

	1 — 2 years experience
	Illegal
	some experience

	3 — 4 years experience
	Illegal
	significant / substantial experience

	5 + years experience
	Illegal
	extensive / comprehensive experience

	and/or
	Redundant
	or

	objectives
	Long
	goals

	customer
	Long
	client

	rostered on shifts
	Redundant
	rostered

	are seeking
	Passive
	seek

	forward
	Long
	send

	develop
	Long
	devise

	a vacancy exists
	Long
	We seek

	assist
	Long
	help

	in the provision of
	Passive
	provide

	unit/household
	Long
	home

	interpersonal communications 
	Redundant
	communication

	participation of clients
	Passive
	client participation

	actively promote
	Redundant
	promote

	provide skills training
	Long
	train

	well organised
	Redundant
	organised

	strictly confidential  
	Redundant
	confidential

	provide… with  
	Long
	give 

	Instead of
	Reason
	Try

	assistance  
	Long
	help

	key selection capabilities
	Long
	criteria

	employees  
	Long
	staff

	coach and mentor  
	Redundant
	coach

	ability to  
	Long
	able to

	written and verbal communication  
	Redundant
	communication 

	have an understanding of
	Passive
	understand

	will be required to  
	Passive
	will 

	possess  
	Long
	have

	must 
	Impersonal
	will

	information  
	Long
	data

	assistance
	Long
	help

	within
	Long
	in

	whilst
	Long
	while

	verify
	Long
	vet

	position
	Long
	job

	give information to
	Long
	inform

	resume of skills and experience
	Redundant
	resume

	monitor
	Long
	track

	evaluate
	Long
	assess

	the department and its operations
	Long
	departmental operations

	review and evaluate
	Redundant
	evaluate

	effectively liaise
	Redundant
	liaise

	current policies, practices and legislation
	Redundant
	policies, practices and legislation

	coordination of projects
	Passive
	project coordination

	pre-employment medical assessment
	Redundant
	medical

	monitor and evaluate
	Redundant
	evaluate

	must be submitted by
	Passive
	submit by

	express your interest
	Long
	apply

	applications must be submitted by
	Impersonal
	apply by

	is comprised of
	Passive
	comprises

	you will be responsible for
	Redundant
	you will

	this role has responsibility for
	Impersonal
	you will

	ongoing development
	Redundant
	development

	form a partnership with
	Long
	partner with

	service providers
	Long
	suppliers

	contract personnel
	Long
	contractors

	inventory
	Long
	stock

	successfully plan
	Redundant
	plan

	new initiatives
	Redundant
	initiatives

	effectively contribute
	Redundant
	contribute

	regularly monitor
	Redundant
	monitor

	appropriate standards
	Redundant
	standards

	lead and motivate
	Redundant
	lead

	self-motivated
	Redundant
	motivated

	self-starting
	Long
	energetic

	your application should include
	Redundant
	include

	Instead of
	Reason
	Try

	read carefully
	Redundant
	read

	general resume 
	Redundant
	resume

	formal qualification certificates
	Redundant
	qualifications

	nominated referee
	Redundant
	referee

	completed application form
	Redundant
	application form

	mailed, hand delivered or sent via email
	Redundant
	sent

	high level 
	Long
	senior

	potential for future development
	Redundant
	Potential

	inspire and motivate
	Redundant
	Motivate

	their own
	Redundant
	Their

	improvements and innovation
	Redundant
	Innovation

	overall strategic goals
	Redundant
	Strategy

	wins and successes
	Redundant
	Wins

	appropriate rapport
	Redundant
	Rapport

	direct and forceful
	Redundant
	Direct

	consult and liaise with
	Redundant
	Consult

	possess and display
	Redundant
	Display

	keep informed
	Long
	Inform

	in accordance with
	Long
	according to

	remain
	Long
	stay

	work cooperatively
	Long
	cooperate

	in a timely manner
	Long
	on time

	in an effective manner
	Long
	effectively

	any person
	Long
	anyone

	persons
	Impersonal
	people

	instance
	Long
	case

	experience as a supervisor
	Long
	supervisory experience

	possess a tertiary qualification
	Long
	tertiary qualified
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