
Step-By-Step Guide for 

Filling Job Openings 

Employers 

Purpose:  Use this tool to research articles and resources to: 

1. Assist you with writing specific, targeted job descriptions.

2. Guide you with specific steps to take within the hiring process.

Steps: Find It Here: 
www.illinoisworknet.com 

1. Know the process when filling an open position in your company. The first
step is to identify the positions you need to fill and the duties associated
with each. The questions below are some starter ideas on how to ensure
you have the correct information in your job description:

a. What skills should a potential candidate possess?

b. What tasks will be involved with the job?

c. What responsibilities will be involved with the job?

d. What qualifications are needed for the position?

e. What should the job description include for each position we’re

filling?

The job description is how job seekers will know if your position is one 

that is a good match for them. Start on the Recruiting and Hiring page for 

more information on the process. 
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2. Research career and labor market information for the position(s) you are
filling. Now that you’ve started thinking about the position description,
you need to ensure that you are identifying the right needs and salary for
your region. Use the Careers, Wages, and Trends tool to compare data
for specific position titles.

The Job Skill Guides can give you an idea of skills that potential
employees should possess. You can use this when reviewing resumes,
during interviews, and when assessing employees.

Explore Careers 

Qualify for Jobs 

http://www.illinoisworknet.com/
https://www.illinoisworknet.com/Jobs/Pages/Recruiting.aspx
https://www.illinoisworknet.com/explore/Pages/ExploreCareers.aspx
https://www.illinoisworknet.com/Qualify/Pages/JobSkillsGuides.aspx
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3. Now that you’ve written great job descriptions and know what you’re
looking for in your ideal candidates, it’s time to start advertising. Each job
seeker is different and so is their job searching method. Here are some
options you can use for advertising:

a. Newspapers

b. Internet Job Boards

c. Employment Agencies

d. Referrals

e. Social Media

Social media is a powerful marketing tool. Use the Social Media Guide to 
make sure you’re taking full advantage of all the platforms. 

Network & 
Connect 

4. Learn about Employer Hiring Credits to see if there are any incentive
programs you can take advantage of in your hiring process. Along with
benefiting your business, these programs also help job seekers get back in
the workforce.
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https://www.illinoisworknet.com/Jobs/Pages/HiringCredits.aspx

