
Guide to Writing a Job
Description

Information
about TDOT

as a whole
goes in

this column.
This

information
tends to be the

same across
every job

description

Make sure to
link your

division

Grab the
applicants
attention here 
This should be
more brief

This should
explain more
about the
position
What tasks are
they most
responsible for?

Define the
education, skills,
or experience
the position
requires 
Make sure this is
accurate for the
specific position
listed 
Make sure to
mention any
substitutions 

Important things to know
about job descriptions

overall:

Applicants are often just
scanning the job description

The job description is a way
to grab applicant attention

and sell the job

Make sure that the job
description is customized to

the position you are hiring for

Consider what skills you
must have and think about

what can be trained


