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Defining a job description from an advert 
 
Your goal is to define the types of attribute required by the recruiter: 
 

The essential requirements: These are the things that are described as “must have”, 
“will be”, “essential”  or “required” in the advert; 
The preferred requirements: These are the attributes that will be described as 
“preferred”, “likely to have”;  
The non-specified requirements: These attributes are not described explicitly, however 
they may still form part of the job specification. For example, when a company describes 
the job has having “demanding sales target”, it can be inferred that they will require 
candidates with proven tenacity and persistence. 

 
Example job advert:    The job-specification taken from this advert: 
 
 

Required: 
o Excellent English 
o Organised 
o Motivated by results 
 

Preferred: 
o Chinese Communication skills 
o 3 years of advertising sales 

experience 
o Trade magazine experience 
 

We can also guess they need: 
 

o Understanding of China Market 
o Experience with European Trade   

Magazines 
o Experience with large company and 

westernized culture. 
o Proof of top sales performance 
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