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A Guide to 
Inclusive Job Descriptions

DID YOU KNOW?

     of employers have 
faced increased difficulty 
meeting deadlines and 
client expectations due to 
talent shortage (Harver) 

Globally,    of big 
companies and    of 
m e d i u m - s i z e d h a v e 
difficulties filling roles. 
(Harver)

                                       may be the first interaction 
a potential candidate has with your company. A 
study found that the average jobseeker spends just 
49.7 seconds reviewing a listing before deciding it’s 
not a fit (LinkedIn).  

Candidates more than ever are actively seeking 
diverse workplaces; 72% of job seekers indicated 
they need to understand the work culture before 
accepting an offer (CNBC). 

This guide includes tips to consider when posting a 
job description to make sure it speaks to a broader 
talent pool. Here’s what you should keep in mind:

Is your job description gendered? 

A study by Zip Recruiter found job listings with gender-neutral wording attract 
as much as 42% more responses, and while men are likely to apply to jobs for 
which they meet only 60% of the qualifications, women are much more likely  
to hesitate unless they meet 100% of the listed requirements (LinkedIn). 

Want to know what to avoid? Read 17 Words Turning Women Away From  
Your Jobs 

Want to fight the gender wage gap? List the salary range. The average woman 
sets her annual salary expectations $14,000 lower than the average man (Time). 

A job posting
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Humans first, then success: 
Companies in the top-quartile for gender diversity are 33% more 
likely to financially outperform their less diverse counterparts (MCK).

https://harver.com/blog/talent-pool/
https://harver.com/blog/talent-pool/
https://www.linkedin.com/business/talent/blog/talent-acquisition/must-dos-for-writing-inclusive-job-descriptions
https://www.cnbc.com/2020/01/28/half-of-job-seekers-rejected-a-job-offer-after-an-interviewheres-why.html
https://www.ziprecruiter.com/blog/removing-gendered-keywords-gets-you-more-applicants/
https://www.linkedin.com/business/talent/blog/talent-acquisition/must-dos-for-writing-inclusive-job-descriptions
https://www.linkedin.com/business/talent/blog/talent-acquisition/words-that-turn-women-away-from-job-descriptions
https://www.linkedin.com/business/talent/blog/talent-acquisition/words-that-turn-women-away-from-job-descriptions
https://time.com/4289246/pay-gap-salary-studies/
https://www.mckinsey.com/business-functions/organization/our-insights/delivering-through-diversity


By 2050, people of color are projected to be a majority in the United States (HBR), and 
research shows that companies with more diverse workforces outperform and out-
innovate those who don’t (CNBC). 

• List only minimum necessary requirements to help ensure BIPOC applicants are 
not artificially screened out. Any additional information should be listed as 
“preferred” in an applicant. 

Want to avoid bias? Learn the top 10 terms with bias towards BIPOC in job 
descriptions

Is your job description taking into account the history of 
BIPOC (Black, Indigenous, People of Color) exclusion?

Humans first, then success: 
Companies with ethnically and culturally diverse boards were 43% more 
likely to see above-average profits, showing a significant correlation 
between diversity and performance (Forbes).

1 in 5 Gen Z identifies as LGBTQ+ (NBC), so make sure to be explicit that all gender 
identities and all orientations are encouraged to apply, which sends candidates a clear 
signal of LGBTQ inclusion. 

• Listing gender-neutral employee benefits and offering same-sex partner benefits 
signal a strong commitment to diversity and inclusivity in the workplace (CNBC). 

Other things to keep in mind: How to remove LGBTQ+ bias from job descriptions. 

Looking for effective EEO statements? Here are 16 company samples.

Does your EEO include identities outside the binary?

Humans first, then success: 
Researchers found that LGBTQ+ 
inclusion correlates with employee 
productivity, profitability, and 
business performance (Mic).

https://hbr.org/2019/12/why-isnt-your-organization-isnt-hiring-diverse-talent
https://www.cnbc.com/2021/04/16/black-workers-face-promotion-and-wage-gaps-that-cost-the-economy-trillions.html
https://blog.ongig.com/diversity-and-inclusion/bias-toward-poc-in-job-descriptions/
https://blog.ongig.com/diversity-and-inclusion/bias-toward-poc-in-job-descriptions/
https://www.forbes.com/sites/karstenstrauss/2018/01/25/more-evidence-that-company-diversity-leads-to-better-profits/?sh=77b711cc1bc7
https://www.nbcnews.com/feature/nbc-out/nearly-1-5-young-adults-say-they-re-not-straight-n1270003
https://www.cnbc.com/2020/01/28/half-of-job-seekers-rejected-a-job-offer-after-an-interviewheres-why.html
https://blog.ongig.com/diversity-and-inclusion/remove-lgbtq-bias-from-job-descriptions/
https://blog.ongig.com/diversity-and-inclusion/eeo-statement-samples/
https://www.mic.com/p/workplaces-that-invest-in-lgbtq-employees-are-more-successful-heres-why-22985517


Humans first, then success: 
Research shows that neurodiversity is a competitive advantage (HBR) and 
companies that champion disability achieve 28% higher revenue, 2x the net 
income, and 30% higher profit margins over the four years analyzed 
(Accenture).

A SHRM survey of HR professionals showed only 28% of companies offer paid leave for 
days that are not part of their regular holiday calendar, meaning that for non-Christian 
employees, there is a built-in inequity. More than 80% of the world claims some sort of 
religious affiliation, and leaders are increasingly concerned about how best to handle 
expressions of faith by their employees.  

• Offer holiday swapping or floating holiday policies to make it easier for non-
Christian employees to take time to celebrate holidays meaningful to them. 

• As part of your amenities list, include quiet rooms that employees could use for 
prayer, meditation, or reflection during a break in the workday.

Does your company celebrate religious diversity?

Are you including people with disabilities & celebrating 
neurodiversity?

people in the U.S. have dyslexia. Inclusivity means keeping in 
mind neurodiverse candidates and people with disabilities 

• Use fonts that make job descriptions easier to read 
(Arial, Comic Sans, Verdana, Tahoma, Century Gothic, 
Trebuchet, Calibri, or Open Sans) 

• Underlining text or italics causes crowding; use bold for 
emphasis and use a larger dyslexia-friendly font size 
(12-14 pt)

Humans first, then success: 
A SHRM study found that employee morale (62%), retention (38%), and 
loyalty (37%) are most affected when organizations grant religious 
accommodation to their employees (SHRM).

Top 5 hiring tips for supporting employment for people with disabilities

1 in 4 Americans lives with a disability (Ford Foundation), and it’s estimated that 1 in 10 

https://hbr.org/2017/05/neurodiversity-as-a-competitive-advantage
https://www.accenture.com/t20181029T185446Z__w__/us-en/_acnmedia/PDF-89/Accenture-Disability-Inclusion-Research-Report.pdf
https://hbr.org/2020/12/creating-space-for-religious-diversity-at-work
https://www.shrm.org/hr-today/trends-and-forecasting/research-and-surveys/documents/08-0625religionsr_updtfinal.pdf
https://staffleasing-peo.com/hiring-onboarding/inclusive-hiring-tips/
https://www.fordfoundation.org/media/4276/judyheumann_report_2019_final.pdf


Are you speaking to old & young generations alike?
Asking for digital natives or seasoned applicants may not sound 
exclusionary, but digital native implies younger, while seasoned 
implies older. A quick search by AARP found 500+ technology job 
postings with the term digital native. With Gen Z entering the 
workforce and the 65–74 age group projected to grow by 4.2 percent 
each year, you could be losing out on talent (Deloitte).  

• Remove the jargon: 64% of recent graduates feel that they can’t 
apply if they don’t understand the entire job description (Harver). 

• Stop using ranges that exclude experienced candidates, 3 to 5 
years of experience at [role] implies that if the candidate has 
more than five years of experience at a given task or role, they 
are no longer qualified. Use a single number for the minimum. 

6 ways to avoid age bias in your job descriptions.

Humans first, then success: 
Workers 50+ can increase your revenue by 3% and reduce your turnover 
costs — all while bringing guidance, expertise, and balance to your 
company. Studies also find that the productivity of both older and 
younger workers is higher in companies with mixed-age work teams 
(SHRM).
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Closing
Organizations with an inclusive culture have shown themselves to be 2x as likely to 
meet or exceed financial targets, 3x as likely to be high performing, 6x more likely to 
be innovative and agile, and 8x more likely to achieve better business outcomes. SHRM 
found that 57% of recruiters say their talent acquisition strategies are designed to 
attract diverse talent, and it starts with representation: 

• When a woman led a search committee, 23% more women applied for the job 
(Huff Post). 

• Applications of candidates from underrepresented backgrounds increased by 
118% when the search chair was also from an underrepresented background 
(Huff Post).

https://www2.deloitte.com/us/en/insights/focus/technology-and-the-future-of-work/redesigning-work-for-our-aging-workforce.html
https://www.bitc.org.uk/news-events/news/jargon-filled-job-descriptions-%E2%80%98major-barrier%E2%80%99-young-job-seekers-scotland
https://www.bitc.org.uk/news-events/news/jargon-filled-job-descriptions-%E2%80%98major-barrier%E2%80%99-young-job-seekers-scotland
https://harver.com/blog/inclusive-job-descriptions/
https://blog.ongig.com/diversity-and-inclusion/how-to-avoid-age-bias-in-job-descriptions/
https://www.shrm.org/foundation/ourwork/initiatives/the-aging-workforce/Documents/Age-Diverse%20Workforce%20Executive%20Briefing.pdf
https://www.huffpost.com/entry/hiring-diversity-study_l_60f5abf0e4b013f5b66d552b
https://www.huffpost.com/entry/hiring-diversity-study_l_60f5abf0e4b013f5b66d552b


Resources

Scan Current Job Descriptions: 

• Pinpoint 
• Textio 
• Blendoor 
• Gender Decoder 

Places to Post Jobs: 

• Jopwell 
• Pipeline technology 
• Black Career Network 
• Black Jobs 
• Diversityjobs.com  
• Hispanic/Latino Professionals  

Association (HLPA) 
• Noirefy 
• Incluzion

Humans first, then success: 
Research has shown companies recognized for their inclusive efforts see 
higher stock prices as well as more success in recruitment and retention 
(Mic).

And companies are catching on, ‘well-being’ and ‘belonging’ ranked at the top of the 
Global Human Capital Trends, with 80% and 79% of organizations, considering them 
fundamental for their success (Deloitte).  

Your job posting may be the first time a candidate interacts with your company. 
Making sure all candidates feel seen and included will bring success to the humans 
and your business alike.
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https://www.mic.com/p/workplaces-that-invest-in-lgbtq-employees-are-more-successful-heres-why-22985517
https://www2.deloitte.com/us/en/insights/focus/technology-and-the-future-of-work/future-of-work-research-workplace-adaptability.html#endnote-14

