
Job Title:  
Job Posting Closing Date: 
Salary (can be hourly, annually, or both): 
Job Type (full time or part-time): 
Location:  
State Agency: 

 
Logo 

Agency 
Position Title 

 
Description 
The Agency is seeking an individual who wants to give back to their community in a meaningful, direct 
and tangible way by helping to (insert your mission) for Idaho residents. 
 
As position, you would contribute directly to (reword mission to be applicable) by key responsibilities.  
 
The ideal candidate is (characteristics).  
 
Job Responsibilities 
Category 1 (Most Frequent and/or Important)  

• List duties; 
• Duties; 
• Duties. 

 
Category 2 (Next Frequent and/or Important)  

• List duties; 
• Duties; 
• Duties. 

 
Category 3 (Least Frequent and/or Important)  

• List duties; 
• Duties; 
• Duties. 

 
 
Minimum Qualifications  

• MQ1;  
• MQ2 
• MQ3;  
• MQ4.  

 
Preferred Qualifications 
 

• PQ1; 
• PQ2; 

Andrea Batten
Please include information for each of these items to be displayed on the job announcement. 

Andrea Batten
Include any information about the agency, their mission and vision, and this position's role in the organization.  You may want to include how to position helps solve a problem for the citizens of Idaho. The sample language currently in this section is just to get you started, but may be removed/modified in any way. 

Andrea Batten
You can categorize duties below or list them in one list. Try to order them with the most frequent and/or important at the top, then proceeding with the next most frequent or important, etc.  We can assume these are “including but not limited to” or “other duties as assigned”.

Andrea Batten
If you are recruiting for a classified position, any minimum qualifications or MQ Specialties must match the class spec word for word.  Class specs can be found here: https://www.governmentjobs.com/careers/idaho/classspecsThese are the requirements applicants must meet to be considered for the position.  They are usually structured as "Experience…", "Good knowledge of…" or education credentials.Please note, we cannot require a degree without the option for an applicant to meet that qualification through equivalent experience unless the degree is required by statute. If you include a degree, please structure it as ex: "Bachelor's degree in [area] or equivalent experience."

Andrea Batten
These items are nice to have, but not required for applicants to possess.  You do not need to include this section on the announcement, but are welcome to if you have any desired qualifications. 



• PQ3. 
 
Supplemental Information 
 
EEO/Veterans 
Hiring is done without regard to race, color, religion, national origin, sex, age or disability. If you need 
special accommodations to satisfy testing requirements, please contact the Division of Human 
Resources at (208) 334-2263.  
 
Preference may be given to veterans who qualify under state and federal laws and regulations.  
 

Andrea Batten
This is where any additional information about the position or application process can be listed. Common items listed in this section are travel requirements, background check requirements, and application instructions.Our standard EEO and veterans preference verbiage will be included in this section as well. 


