A job description can do more than describe a role. It quietly signals who the company expects to succeed, who
will feel welcomed, and what kinds of lives and work styles the organization actually values. When the description
is written narrowly, talented people self-select out before they ever apply. When it is written thoughtfully, you
don't just increase applications, you increase the quality of applications and reduce churn during the hiring

process.

Inclusive job descriptions are not about “softening” requirements or hiding the truth. They're about

communicating the work clearly, removing accidental barriers, and showing flexibility without losing standards.

Start with the work, not the mythology

A common pattern in job posts is the “ideal candidate” story. The writer describes a person who has done every
part perfectly, in exactly the same way, with the exact same tools, on the exact same timeline. That sounds efficient,

but it creates a quiet trap: if your reader cannot picture themselves in that story, they assume they will fail.

Instead, begin with what success looks like in the first few months. If the role requires independent judgment, say
so. If it requires collaboration across functions, name the interfaces. If it involves customer-facing work, describe

the cadence. If it is operationally intense during certain weeks, mention that rhythm.

One of the most practical habits I've learned is to rewrite a job description as if you were answering two questions

from the perspective of an applicant:

* "What will | be doing on a typical day or week?”

* "What does good performance look like after I've been here for a while?”

When those answers are concrete, inclusion becomes easier because you are no longer judging people by a

fictional résumé storyline. You are evaluating them by outcomes and competencies.

Use language that widens the aperture
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Inclusion often comes down to small word choices that compound quickly. Terms like “rockstar,” “ninja,” or “must
be available 24/7" attract some people and repel others, and they do so without adding real information about the
job. Likewise, phrases that imply a narrow work context can discourage candidates who are fully capable but have

different constraints.
Consider how different readers interpret the same wording:

® "Fast-paced environment” can mean "urgent work with clear priorities,” or it can mean “chaos with vague
expectations.”

® “Excellent communication skills” can mean "able to explain complex topics clearly,” or it can mean “speaks

flawlessly in every meeting and writes like a marketing team.”

® “Self-starter” can be inspiring, or it can imply that the role will provide almost no training.

To make your job description inclusive, choose phrases that describe behaviors and working conditions, not

character traits. “You will own X from intake to resolution” tells a richer story than “You are highly driven.”

Here's a real-world example from a role | helped rewrite. The original posting said, “Requires strong attention to
detail and experience with complex compliance documentation.” The revised version changed attention to detail

into observable work: “You will review and redline client deliverables for accuracy, track exceptions, and ensure



documentation matches the agreed policy requirements.” The second version invited applicants with compliance-

adjacent experience, because it clarified what “detail” actually means in that environment.

That is inclusion by translation: you map your expectations to real tasks.

Remove unnecessary barriers without lowering the bar

Many job descriptions contain requirements that are not truly required for success. Sometimes they come from
past hiring decisions. Sometimes they come from internal assumptions. Sometimes they come from the desire to

reduce recruiter time, which is understandable, but it harms talent discovery.
Inclusive writing asks a hard question: what is genuinely essential to the role in your context?

A good way to handle this is to separate "must” from “preferred,” but do it in a way that doesn't sound evasive.
You want candidates to understand that you are serious about standards, while also recognizing that skills

transfer.

If you require a specific certification, tools, or degree, explain the job-related reason briefly. Not a legal justification.

Just enough to show you're not using the requirement as a shortcut for screening.

When you can avoid it, replace "must have experience with” language with “"demonstrated ability to” language. For
instance, “must have experience with Jira” can become “demonstrated experience managing work tickets and
prioritizing tasks in a system like Jira, Asana, or similar.” This still sets a clear expectation, and it gives candidates

room to apply their experience with different tools.

A short note on education requirements

Education filters are one of the biggest accidental barriers in hiring. I'm not suggesting you remove them blindly.

There are roles where specific training matters. But in many roles, education is used as an imprecise proxy for skill.

A more inclusive approach looks like this: if a degree is genuinely helpful, specify the competency it represents. If
it's not essential, consider using a range human resources like “equivalent practical experience considered.” Keep

the language specific enough that applicants understand it's real, not a checkbox.

The goal is not to make your hiring process “easier.” It's to make it more accurate.

Make flexibility visible, not accidental

Candidates read for signals. If your job description never mentions schedule flexibility, remote options, time zone
expectations, or reasonable accommodations, some people will assume the role is rigid by default. That
assumption is especially common for applicants who rely on predictable planning for caregiving, disability-related

needs, religious observance, or health.

Inclusion doesn't require you to advertise every exception. It does require you to name the realities up front so

people can judge fit without guessing.

You can keep this grounded and operational. For example, rather than promising “flexible hours” as a vague
benefit, describe the working rhythm: “Core collaboration hours are 10:00 to 3:00 Eastern. Work outside that
window is possible with manager alignment.” If the role is onsite, state expected frequency plainly. If travel is

involved, describe how often and what “travel” includes.

If you include salary range information where legally appropriate, it also supports inclusion by reducing

uncertainty. Even when salary posting is not required, you can still discuss compensation structure clearly in later
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stages.

Candidates don't just want the job. They want a believable plan for how their life intersects with the work.

Write requirements as competencies, not buzzword checklists

Many job posts feel like a template: a handful of adjectives, a blur of technologies, and a final line that says the
person must be “detail-oriented and a team player.” It's hard to connect that style to actual work, and it can make

applicants who don't speak corporate vocabulary feel like they are outsiders.
Instead, translate buzzwords into competencies.

When you say “team player,” describe what collaboration looks like. Is it pairing on tasks? Is it running weekly
cross-functional reviews? Is it coordinating with customer success? People can judge their fit when the

collaboration pattern is clear.

When you say "problem solver,” describe the problem types. Does the role troubleshoot customer issues, resolve
operational bottlenecks, analyze process failures, or design experiments? Each of those draws on different

strengths.

When you list technical skills, differentiate between “must be proficient” and “must be able to learn quickly.” A
candidate might not have used a specific platform, but they could clearly demonstrate the underlying capability
through related work.

Here is a concise way to structure this portion of the job post in prose:

You need candidates who can translate messy inputs into clear next steps, document decisions, and drive issues to
resolution. You will work with product and operations partners to identify root causes, communicate updates, and
maintain accurate records. You will use the company’s systems to manage tasks, track dependencies, and support

reporting.

That kind of paragraph sets expectations without making the applicant guess.

Be careful with “years of experience” and timeline language

Years-based requirements are a blunt instrument. Two people with the same number of years may have learned
very different things, and sometimes a person with fewer years has done similar work under different

circumstances, such as independent consulting, freelancing, internships, or career transitions.

You can still use experience requirements, but you can soften the assumption that experience is the only valid

currency. Consider phrasing like:
"X years is typical for this role, but equivalent experience is considered.”

Also watch timeline language like “must ramp in 30 days” unless you can truly support that ramp. If you can
support a ramp, describe the support. Mentorship, training resources, and clear early deliverables reduce anxiety

and improve inclusion because applicants know they won't be thrown into a sink-or-swim situation.

If you do need speed, say why: “This role supports an ongoing launch calendar, so you will need to learn our

workflow quickly.” That frames the requirement as a context, not a personality flaw.

Speak directly to different strengths and career paths



Inclusive job descriptions invite multiple valid pathways to fit. Not everyone has a linear résumé. Some candidates
are returning to work. Some have career gaps due to caregiving. Some learned skills in nontraditional

environments, such as community organizations, military service, trades, or academic research.

A strong inclusive strategy is to describe the work capability you care about. If you need someone who can
analyze data, say what analysis is used for, what tools are involved (if relevant), and what decisions the analysis

informs. If you need someone who can run meetings, describe the meeting types and outcomes.

Another practical tactic is to include a brief line about transferable experience. You don't need to list every scenario,

but you can acknowledge the reality that relevant experience can come from different sources.

For example, instead of “Experience must be in [specific industry] only,” you can write “We value experience where
you partnered with cross-functional stakeholders and worked with similar operational complexity. Industry human

resources training programs experience is a plus, but not required.”

This kind of language reduces the “I don't belong here” effect without making hiring standards vague.

Keep the “About the role” and “About the team” sections honest

Many postings contain company values that are disconnected from the actual job. If the posting says “we are a
diverse and inclusive team,” but then the job reads like a hidden obstacle course, candidates notice. They look for

congruence.

A better approach is to use the team section to explain how the work is supported and how decisions are made. If
the team documents processes, mention it. If the team holds regular check-ins, describe cadence. If managers

provide coaching, say what coaching includes.

Honesty also means acknowledging constraints. If the team is understaffed, say the role will help relieve that load.
If the role is customer-facing and emotionally demanding, say so and explain what support exists, such as

escalation paths or training.

Candidates prefer a clear, grounded reality over inspirational language.

Offer accommodations and inclusive hiring signals

You don't need a long statement to communicate that you will work with candidates. A single clear line can reduce

fear and increase application rates from people who have historically encountered barriers.

If your organization uses structured interviews, mention that. If you offer reasonable accommodations for the

interview process, state it plainly and invite candidates to contact you.
This is one of those areas where inclusion is not symbolic. It is operational.
A practical phrasing that works well is:

“Applicants who need accommodations for the interview process are encouraged to reach out so we can discuss

options.”

That small line tells candidates that accessibility is not an afterthought.

Use technology lists thoughtfully, not as a loyalty test
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Technology stacks are common in job descriptions, especially for engineering, operations, and data roles. But

listing every tool you have ever touched can turn the application into a pop quiz.

A good inclusive approach separates “core tools” from “familiarity.” If a tool is required for day-to-day work, list it.
If it's useful but not required, either omit it or include it as “experience with similar tools.” Even better, state the
underlying function: “You will build and maintain automated reporting pipelines” is often more informative than

“must know three specific vendors.”

Also be careful with synonyms that imply a single way of working. Many teams use a ticketing system, but some
use spreadsheets or lightweight workflows. A candidate who is strong at organizing and prioritizing can succeed

even if the platform differs.

Inclusive tech language respects the underlying capability.

Make the role accessible to non-native English speakers

English-language job descriptions often assume native-level writing ability for all roles, even ones where the role
does not require publishing or client-facing writing. If language proficiency is important for communication, clarify

where and how.

Instead of “excellent written and verbal communication,” you can specify outcomes like “summarize weekly status

noon

updates for stakeholders,” "write clear documentation,” or “present findings in a meeting and respond to

questions.”

This helps candidates who are highly competent but still building confidence in advanced phrasing. It also aligns

expectations more accurately to job tasks.

Provide enough detail to reduce uncertainty

Candidates self-select based on what they can predict. If your posting lacks basic information, people assume they
will be surprised later. Surprise is not only unpleasant, it creates inequity, especially for candidates balancing limited

time, caregiving responsibilities, or financial constraints.
You don't have to disclose everything publicly, but do include the essentials:

* expected work location and schedule basics
® reporting relationship and key collaborators
® compensation range where possible or at least pay structure clarity

® interview timeline expectations, even if approximate

The best job descriptions read like a map. You still have to travel, but you don't feel lost at the first turn.

A quick rewrite guide you can use internally

If you want a practical method, here is a lightweight rewrite approach that works well during editing sessions. It's

less about redesigning the template and more about changing what you measure.

1. Replace "ideal candidate” language with task and outcome language.
2. Separate essential requirements from preferred qualifications.
3. Swap buzzwords for specific behaviors and deliverables.

4. Clarify flexibility, schedule expectations, and collaboration patterns.



5. Add an accommodations statement and an easy path to request it.

If you do only one thing beyond grammar and formatting, do this: make the job description answer the question

“What will | do in the first month?” in a way that is specific enough to be believable.

Common traps I've seen, and how to fix them
Some problems recur because they are convenient for writers, not because they help hiring.

One trap is the "all hats” posting, where the role is expected to do multiple jobs at different seniorities. This often
disadvantages candidates who are strong in one area but not yet strong in all of them, even when the role could

reasonably be trained for the gaps.

A fix is to align the role to a realistic scope and describe what will be supported. If you need a generalist, say so

and explain how depth will be covered. If you need depth, reduce the number of separate expectations.

Another trap is overly strict screening language that creates false negatives. Phrases like “must have experience
with X and Y and Z" sound decisive, but they often screen out capable people who have the relevant skills in a

different arrangement.

A fix is to focus on transferable capability. If X and Y are examples of how the work is done, treat them like

examples. If they are truly required, explain why they are required.

Finally, there is the “tone trap.” Hyper-competitiveness in the wording can unintentionally exclude people who
would actually thrive in your culture but dislike aggressive framing. Inclusion is not about removing ambition. It is

about describing ambition as craft and standards, not as intimidation.

The “inclusive” version still needs to be specific

It's worth saying plainly: inclusive job descriptions can still be selective. A description should not feel like a wish list

that never enforces anything. People should know what caliber you expect and what constraints exist.
Inclusion is about precision and clarity, not dilution.

If you truly need someone with a certain skill, say so. If you truly require an internal certification, be transparent. If
you need a certain level of availability, specify it clearly. The inclusive difference is that you communicate these

points without turning them into character judgments or unrealistic storylines.

For candidates, clarity is respectful. It gives them a fair chance to decide if they can succeed.

How to test your job description before it goes live
If you hire through a process with feedback loops, you can make job descriptions better over time.
Ask a few people, ideally with different backgrounds, to read the posting as an applicant:

® a candidate who matches most requirements
® a candidate who matches the outcome but not the exact tools
® a candidate who has a nontraditional path

* someone who doesn’t match the "years” but has strong relevant capability

Then collect feedback on where they felt blocked or confused. Not on what they think the job “should” say, but

where the description failed to answer practical questions.



If you're ready for a more structured approach, you can create internal editing criteria such as clarity of tasks,
clarity of essential versus preferred, and presence of accessibility and flexibility information. That turns inclusion

into a repeatable quality standard rather than a one-time project.

A sample structure you can adapt

Rather than forcing one template, think in building blocks. You want enough structure that candidates can scan

quickly, but you also want paragraphs that read like real communication, not like a form.
A structure that often works is:

* what the role does and why it exists

* key responsibilities, described as concrete work

* the outcomes that define success in the first few months

® essential qualifications and preferred qualifications, stated as competencies
¢ collaboration and schedule basics

® accessibility and accommodations statement

a clear closing line that invites applicants to apply even if they are unsure about every detail

This is not about forcing a uniform order. It's about making sure the posting includes the information candidates

rely on to make a decision.

Bringing it all together

Inclusive job descriptions don't just attract more applicants. They attract the right applicants sooner, because the

description aligns expectations with reality.

When you replace vague character labels with task-based clarity, you reduce self-filtering. When you separate
essentials from preferences, you widen the aperture without compromising standards. When you name flexibility

and accessibility, you remove fear and uncertainty that can keep capable people from applying.

The work is not glamorous. It is editing, revising, and thinking like someone who is deciding whether to bet time

and money on an application. That mindset is what turns a job posting into a welcome mat.

And once you see how candidates react to clarity, inclusive writing becomes less of a project and more of a habit.



