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Template for Writing a Winning Accountant Job Description.

Company Name:    ___________________________________________

Company Address:    _________________________________________

_______________________________________​​​____

Company Contact Name    _____________________________________

Company Ph:   _______________________________________________

Company Website:    __________________________________________

Company Email:    ____________________________________________

Email For CV Applications:     _______________________________

Job Title:

Your Internal Name For Role is ____________________________________

Agents Ref* ___________________________________

(Fill this in if you want to use a ref no with job posting)

Salary:

Daily Rate ____________________

Hourly Rate ___________________

Annual Rate ___________________

Select an appropriate salary guide above

HINT: Our research show 40% of candidates will not apply to a role unless there is an indication of salary. If you are unsure use a salary range guide

Status 

Permanent (per annum)____________________

Temp (per hour) __________________________

Contract (per day) _________________________

Fixed Contract (per annum)__________________

Perks / Comments 

(VHI, pension, 4 weeks holidays, mobile, training, work from home on occasion, etc)
_________________________________________________________________

_________________________________________________________________
Exact Location: ____________________________

Office base

Industry
You can allocate your job listing to appear in results for searches in up to 3 of our Industry Categories. i.e. If your company is a medical company and you require an accounts data entry clerk – You can allocate your role to appear in the following categories to optimise search results;

Industry & Commerce

Accounts Staff

I want my accounting job to appear under the search results for the following industry categories;

1.
________________________________________________________

2.
_________________________________________________________

3.       _________________________________________________________

Job Role

You can allocate your job title to appear in results for up to 3 of our ‘Role Titles.’ E.g. If your job title is ‘Tax Accountant’ you can select it to appear in search results for the following role titles:

Senior Accountant

Accountant

Please visit website for other role title samples – www.AccountantJobs.ie/powersearch.asp Roles

I want my job title to appear under the search results for

1._____________________________________________

2._____________________________________________

3._____________________________________________

Job Description

Company Description/History:______________________________________

_________________________________________________________________

_________________________________________________________________
Outline the company history/ function/ size / locations / clients / industry, paint the picture for your ideal candidate.
Key Responsibilities:

Top 5 duties/activities: 

1.______________________

2.______________________

3.______________________

4.______________________

5.______________________

Background/Skills of candidate:

1.______________________

2.______________________

3.______________________

Profile of candidate: You will need to have an excellent attention to detail, lots of energy, see below for words to use for all of above.

Years experience (2-5, 5+):_________________________________

The Job spec: Make sure, in collaboration with other relevant managers, that you have written the strongest possible job description.  Potential opportunities.
Unique selling points about the job 
Outline the team they will be working with,
Who they will report to, make it personal if possible
As a final wrap, sell the company with everything you have, what are the unique selling points about the job, (excellent opportunities for career progression, training, etc.) Make the please apply very informal, encouraging & friendly.

Words to use in job description.

	Extroverted, independent, assertive, outgoing, persuasive, people oriented, optimistic, enthusiastic, poised, people focused, task focused, technical, disciplined thinker, logical, good decision making skills, informal, disciplined, high assertiveness, good time management skills, good project management skills.
	
	


