Job Description Brief and Bias Check
Role Brief
Fill every field before prompting. Outcomes (not duties) attract better candidates, and only genuinely required skills belong in must-haves.
Role title and reporting line: ________________________________
Team and where it sits: ________________________________
First-year outcome 1: ________________________________
First-year outcome 2: ________________________________
First-year outcome 3: ________________________________
Required skills (must-haves only): ________________________________
Nice-to-have skills: ________________________________
Salary range: ________________________________
Location and work model: ________________________________
One honest reason to take the job: ________________________________
Bias and Inclusion Check
Run the draft through the AI bias check, then record what you changed. Keep only requirements that are defensibly job-related.
Gender-coded words found and replaced: ________________________________
Age or 'culture-fit' signals removed: ________________________________
Ableist or unnecessary physical requirements removed: ________________________________
Jargon simplified / reading level checked: ________________________________
Requirements confirmed as job-related: ________________________________
Equal-opportunity and accommodation statement included (yes/no): ________________________________
Sourcing Plan
Capture the search logic and a real personal detail per outreach so AI personalizes truthfully.
Alternative job titles that fit: ________________________________
Boolean string (tight version): ________________________________
Boolean string (broad version): ________________________________
Verified personal detail for outreach: ________________________________
Soft ask for the outreach message: ________________________________
