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INTRODUCTION

Finding new employees can be
difficult. In Early Childhood, hiring can
be a frequent process for directors
who need to replace staff. This guide
will help you to get the most out of
Indeed with concrete strategies and
examples that help you to get more
promising candidates. Use this guide
to make your job postings stand out!



WHAT IS THE
GOAL OF A JOB
POSTING?

A successful job posting
attracts candidates that are: 
-Interested in your unique child
care setting.
-Willing to work for the pay
and benefits you offer. 

It also ensures that you reduce
the number of no-shows and
drop-outs in your interview
process.



THE JOB TITLE

The Job Title is the first thing a
job-seeker sees when they
look at your job posting. It
needs to be as descriptive as
possible.

What are the essential
details of this position?



THE JOB TITLE

 
Include the following info right in the title:

-Is this a full or part-time position?
-Is this a seasonal or contract position?
-What age group is served by this position?



THE JOB TITLE

Examples:
-Full-Time Toddler (18 months – 2.5 years) Assistant Teacher 
-Part-Time Summer Camp (June – August) Preschool Lead
Teacher 
-Part-Time After Hours (3-6:30pm) Infant Assistant Teacher 



THE JOB
DESCRIPTION

The job description is the most
important part of your job
posting. It is how you present
your work setting to
prospective applicants. 

What is the employee you
WANT looking for?



6 TIPS FOR A GREAT JOB DESCRIPTION

1. Lead with Salary
information

2. List all benefits you
offer (be creative)

3. Include your
childcare vision and
philosophy 

4. Describe the
work environment



5. Include a
bulleted list of job
duties

6. Review the Job
description with
your staff

Creating an attractive document for your job description
using a free program like Canva can make your posting
stand out!

DID YOU KNOW?



1. Lead with Salary information

-Salary is the first thing a job seeker is looking for. 

-Listing a salary saves you from dealing with candidates
who apply with a salary expectation that differs from what
you can offer. 



2. List all benefits you offer

-Listing your benefits creates transparency and makes the
job stand out.

-Be creative when describing what benefits you offer. 



3. Include your childcare vision and philosophy 

-Your vision is your chance to explain to applicants why
they should be interested in your child care setting.

-Stating your vision clearly upfront can help you to avoid
applicants who have very different ideas about child care. 



4. Describe the work environment

-What can applicants expect during the hiring and
onboarding process?

-The work environment also sets you apart from other
employers. Try to highlight the elements of your environment
that are unique. What is it like to work for you?



5. Include a bulleted list of job duties

-Be as specific as possible. You do not want the applicant to
feel surprised when they start. 

-Work with your current staff to write these out. Are there
duties that are not written down anywhere that they feel are
an essential part of the work?



6. Review the Job Description with your staff

-Ensure that your current staff agree with all aspects of the
job posting so that they can help new staff learn the role.

-Ask staff what they wish they would have known starting
out, what helped them to settle in?



Indeed.com is a website
where you can post your
jobs. There is a fee for
sponsoring your posts
which sends them to the
top of the Indeed search,
but there are many ways
to improve your posting
for free!

This resource covers best
practices on Indeed:
-Job Title and Description
-Tags
-Benefits List
-Criteria and Dealbreakers
-Pay Range
-Qualifications
-and more!

INDEED



Being descriptive is important to
avoid people applying who are not
actually interested in the position.

The Job Title 
Be descriptive!

Category is important
because it narrows down
who is looking at the posting. 



Job seekers immediately
look for salary information,
so make sure to include it
in your job description! 

Job Description
Job description is how you
present your work to the world.
It is helpful to think about what
the employee YOU WANT is
looking for. 



Tags

Be as descriptive as possible
with the tags; these are used
in filters for job seekers and
your job could get filtered out
if you do not include all tags
that are descriptive of the
position’s schedule. 

The more tags the better!



Benefits

Include your center/home's vision and philosophy!

What makes you different?

Who would thrive in the way that your center runs?

What do you value about the families that you 
serve in your community?

It might feel like you are not able to
offer all the benefits you would like
to offer your staff, but do not
overlook what you do offer! 

This is another area where you want to select
all the tags that apply to your program, as job
seekers may not be connected to your posting
if they are using filters to look for specific
benefits. 



Indeed will build an application that will start with deal
breakers that will filter out applicants who do not have the
qualifications for employment. This is where your must-haves
from the previous section are especially important.  

Choose the appropriate criteria. If you are
seeking to fill multiple positions, make sure to
put up separate job postings unless you are
seeking to fill multiple positions of the same job
title and schedule. 

Criteria & Dealbreakers

For example, it might be
a deal breaker if an
applicant has less than a
year of experience with
children and you would
want to check the box.
Other areas that you
could invest in staff
training, such as
classroom management,
may not be a deal
breaker and will not filter
out potential candidates. 



Pay Ranges

 Having a salary scale based on experience and
education implemented at your center/home not
only makes it easier in deciding the pay you offer
new hires, but it is also an effective retention tool! 

Research shows that pay ranges are the first
thing job seekers look at before applying for a
job. Keep this in mind, along with the smart
recommendation for your community, when
selecting your pay range.



Qualifications
These are some examples of qualifications
you might be seeking in a candidate for your
position. Use the search bar to add additional
criteria that are important for the role. 

Be careful putting too many must-haves, as it could turn good
candidates away. For example, if it is a must-have for them to
have previous classroom experience. This would be a fantastic
opportunity to brainstorm with your current staff to see what
they think are must-haves for new employees! 



Indeed and other sites make it easy
to mass apply to jobs, which is a
time saving option that is
appreciated by job seekers. For
efficiency in making sure job seekers
are invested in the hiring process
with your center, asking for a resume
could be an extra step that
encourages only people genuinely
interested in the position to apply. 

Resumes



This is an option that Indeed
provides for employers. Consider
that a potential candidate seeing
the word “test” could discourage
them from applying, even if they
have the skills the test is assessing.
In understanding a candidate’s
knowledge and skills, interview
questions are a great tool!  

Skills Test



Job Sponsorship

The automatic option is to sponsor
a job, which is expensive. If you are
seeking a candidate quickly, you
can consider sponsoring, but it is
not necessary. Click “post for free”
to post the job without sponsoring.



 

If you choose to use this, your
job posting is sent to Indeed for
verification. It will be several
hours before your posting is
considered live and available for
new candidates. 

What are Virtual
Evaluations?

This is a beta service that is included
for candidates to pre-record

interview questions you provide on
Indeed. While this service could aid

in efficiency, it could also discourage
potential candidates if they have

difficulty in accessing technology. A
10-minute phone screen prior to the
interview is a terrific way to make an

initial connection! 



DID YOU KNOW?

Putting together a clear job description also supports
your current staff!



THANK YOU
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