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Recruitment and Selection - Managers Guidance  
 
How to advertise a vacancy  
 
Once you have been through any necessary vacancy control process and have 
approval to recruit to a post, you will need to advertise the vacancy in order to attract 
suitable applicants.  You may already know of people who you think would be suitable 
candidates and you can of course invite them to apply, but it is very important that 
preferential treatment is not given to them and each council job is advertised so that 
our processes are transparent and fair.  
 
The vacancy control process will have determined how and where the job should be 
advertised.  Approval may have been given to recruit only from internal candidates or 
from both internal and external candidates and normally jobs will be open to 
individually at risk employees first, before being advertised more widely.  If external 
applications are invited, you may also have approval to advertise using not only our 
website but also external media such as local or national press and related websites 
or social media for example Twitter, Facebook and LinkedIn.  The recruitment team at 
the Shared Services Centre will advise you on potential advertising sites and if 
relevant, will provide information on the success rates of previous similar adverts, as 
the majority of people search for jobs online and external adverts for many jobs will be 
most effective if they appear on job websites as well as ‘paper’ media.  You may also 
be able to use noticeboards in local places which would be easily seen by potential 
applicants. 
 
Using Social Media in recruitment 
 
There has been a huge growth in online recruitment through websites, including our 
own jobs site. In addition, the use of social media is now so widespread that it could 
help you attract more quality applicants for your job than a ‘passive’ advert on a 
website alone, which may only be seen by people actively looking for a job. 
Social media can be used to:  
 

• Broadcast a vacancy to increase the number of people who see it through 
Twitter, Facebook, or LinkedIn. 

• Target relevant groups of people/communities through paid for advertising on 
LinkedIn, Facebook or Google.  

Promoting vacancies on our accounts at no cost 
The council has its own Twitter, Facebook  and LinkedIn accounts. We can send out 
posts on vacancies in some circumstances, for example if the job is very hard to fill, 
very high profile, or if there are number of vacancies on offer.  There is no charge for 
doing this. For more information please contact the communications team on 01629 
538234. 
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Paying to target groups of people 
 
Facebook campaigns have been used within the council, to recruit adult care 
workers, social workers and apprentices, with good results.  Facebook is useful for 
reaching people who may not be actively looking for a job, as the opportunity is 
targeted to relevant Facebook members and widely ‘shared’ through the Facebook 
community.  
 
The cost of advertising on Facebook varies according to how much active marketing 
is included but costs from £1,000 for a campaign to fill a number of posts, inclusive 
of set up costs and ongoing management of the campaign. The example below is 
from a campaign to recruit care workers.  

 
 
LinkedIn advertising enables a job to be targeted to relevant LinkedIn members, 
according to their professional interests or location, and has been used within the 
council for advertising professional and senior management posts.  
 
The cost depends on which package you choose, depending on the level of active 
marketing included, but starts at around £300 for a basic advert.  
To boost the advert to be seen by people as a “recommended job” we would 
recommend a minimum of a further £200.  This is called a ‘sponsored’ advert, which 
gives the job prime placement in front of targeted linked in members. This works as 
‘pay per click’, with the cost based on a pre-set limit on the number of clicks from 
targeted members through to our jobs website per day.  Once the limit is reached, 
the advert doesn’t appear as ‘sponsored’ but is still searchable on the Linked In 
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website. There is no limit on the number of clicks through from the ‘normal’ advert to 
our jobs website.   
 
Google Adwords is an excellent tool for targeting people who are actively searching 
for a role you are trying to fill. These are people who may not think to come to our 
website for a job and their first port of call will be a search in Google. If the words 
people use to google match your key words, the advert can appear above the search 
results. This is most useful for jobs which are regularly advertised such as social 
workers or care workers.  We can target locations and keywords to ensure our job 
advert appears at the top and you only pay when a person looking for specified 
keywords clicks through to our website. We have had success using this for adult 
care and social worker jobs, and an example of this is below: 
 

 
The cost of advertising varies according to how much active marketing is included 
but a minimum of £800-£1,000 is recommended, inclusive of set up costs and 
ongoing management of the campaign.  
 
For more information about paid for social media advertising contact the 
communications team on 01629 538234. 
 
Any advertising on social media must run parallel with an advert on the council’s jobs 
website and should appear for the same length of time.   Applicants viewing the 
advert on social media must be directed to the council’s job website for more 
information and to apply online. The description of the job, and details about the 
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council should also be consistent with any information for applicants provided 
elsewhere on the council’s website, so that wherever an applicant sees the job, the 
information they can access about it is the same.   
 
Other Considerations 
 
If the job is short term (three months or less), and only suitable for applicants with a 
working knowledge of the area who can make an immediate contribution, you may 
target the opportunity internally to those who might be suitable.   
 
Some groups of people can experience barriers in employment, which can include 
difficulties finding out about job opportunities. You may wish to think about placing 
advertisements in the communities in which you work, with organisations representing 
diverse communities and using media accessed by other groups such as the Ethnic 
Minority, Disabled or Lesbian, Gay, Bisexual and Transgender press.  Remember to 
inform any staff on maternity leave about job opportunities which might be of interest 
to them. 
 
 


