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Who we are?

Gabrielle Clopton | LCS 
Recruiting Specialist | +1 year 

Dave Mehi | Technical Solutions 
Consultant | 3 years

Bryan McKay | Recruiter | 
8 years 



Who are you? Name
Why you’re here
One ‘fun fact’ about yourself



Ground Rules



Focus on human values



Change your perspective



Be brave



Be playful



Our agenda

We’ll cover Google’s best 
practices for writing a 

job description. 

You will write a draft of a JD, and 
review it with another startup + 

an employee from Google. 

Level 2
Get group 
feedback
d Liening

Objective

You will have the skills to write a 
job description by the end of this 

workshop. 

Learn 
fundamentals 
of writing a JD



Attracting the right candidate
It all starts with the job description 



A few sentences that 
directly address the 
candidate (“You will 
be….”) and share daily 
functions of the 
position.

Outline the specific 
deliverables of the 
job.

Include education, 
experience and skills 
required to perform 
the job. Be specific.  

The mission and 
purpose of your 
company.

AREA ROLE RESPONSIBILITIES QUALIFICATIONS*

*Minimum Qualifications: Basic, certifiable, typically non-negotiable qualifications (education degrees, professional 
accreditations)

Preferred Qualifications: Describe the preferred, non-mandatory skills and experience of an ideal candidate. Typically 
more qualitative (eg, persuasive communications, teaching background preferred)

Components of a strong job description 



Be 
Inclusive

1. Choose your words carefully
2. Be factual about what it takes to succeed
3. Emphasize behaviors
4. Be consistent and open minded
5. Go beyond the CV

Be 
Accurate

1. Strike the right balance
2. Use language everyone understands
3. Set expectations

Tips for job description + resume review



The importance of diverse teams
4 reasons why diversity is important: 

1. Research shows diverse teams are stronger when it 
comes to analytical thinking and complex problem 
solving 

2. If you’re building for a diverse customer/user base, it’s 
important to have diverse perspectives on your team 
to design and build products 

3. You get access to a wider range of talent 

4. A lot of companies think this is the right thing to do 
- Source: Elad Gil, High Growth Handbook



Exercise
Write a draft of a job description using Google’s 
four components.

Area, role, responsibilities, and qualifications 
(minimum qualifications + preferred 
qualifications)

Time: 25 minutes 



Peer Review
Pair up with a startup, and exchange your draft 
of a job description with them. 

Share feedback with your paired startup on the 
format and clarity of language. 

Time: 20 minutes 

*During this time, an employee from Google will meet 
with each startup to help them put finishing touches on 
their draft.



Where to go from here
1. Email your job description to your team and get their feedback.

2. Utilize your job description as a template on which to build future JDs. 



Feedback - Help us help you!
https://forms.gle/zbppzFvByVKf5Qen9



Stay in touch
Check in with your partner in a few months to ask questions 

and share feedback on the workshop! 


