	
	
	



Employ.ed in a SME - Job Advert Template

Please return this form to employ.ed@ed.ac.uk. If you have any queries, please contact the Internships and Work Experience Team at the same email address. 

This template is an example of the information that is required for a job advertisement. The sections in red text should be reviewed and updated. Sections in blue text providing examples for completing this form should be deleted.

Internship Title
Organisation Name
Pay rate or salary range (interns must receive at least the National Minimum Wage)
Full Time/ Part Time and Number of Hours
Fixed term (including duration e.g. 12 months fixed term contract)
Expected internship start date

The Opportunity:
Please aim to keep this section of your job advert within a 500-word limit.

Include a relevant headline that will capture your intended audience’s attention.

E.g.
Together we can do great things. Be part of something bigger.
Looking for your next step? Consider [insert organisation].
Bring your skills to a role that matters. 

Insert text about your organisation. Keep concise.

E.g.
Organisation background and context – “We are a leading law firm based in Edinburgh that provides expert advice and services both locally and to a global audience.”
Text about diverse career opportunities – “We can offer opportunities for you to develop in your career and make a real difference in the communities around us while contributing to the world at large.”
Share the USP of your employer – “We are part of a local community and a contributor to global thinking, progress and research”

Insert information about the role. Include main responsibilities (what you want the intern to do and what experience they will gain) and role requirements.

Remember this is the key information that you want potential candidates to know. You will have space in the job description to outline the main responsibilities in more detail. Use these top tips:
1. Be concise and clear: use plain English and keep your sentences short and purposeful. 
2. Support your headline: refer back to it in the role description to keep the message consistent. Your Advert text should be under 500 words. 
3. Include inclusive language: make everyone feel welcome and represented in the advert. 
4. Expand acronyms: spell them out the first time to avoid confusion. 
5. Highlight relevant benefits: choose benefit headlines that match what your audience values.
6. Focus on what matters most: prioritise key information and create a stronger impact. 
E.g.
We are looking for a student interested in working in an accounting role to gain experience….
What you’ll do: During your internship you’ll be…
Who you are: A current undergraduate student interested in data analysis…

Employ.ed in an SME is a programme run by the Careers Service in collaboration with small and medium-sized enterprises (SMEs). It offers exclusive internship opportunities for University of Edinburgh students, providing a valuable chance to develop your skills while gaining practical, hands-on experience within an SME.

Delete/amend statements below as appropriate (e.g. if role already part-time or if flexible working and/or hybrid working arrangements are not possible).

This post is full-time/part time (xxx hours per week); however, we are open to considering part-time or flexible working patterns. We are also open to considering requests for hybrid working (on a non-contractual basis) that combines a mix of remote and regular in office.

How to apply
 
Insert any specific details about the application process and documents that may be required, for example:  

Please include the following documents in your application:
- CV
- Cover letter

As a valued member of our team, you can expect: 

Insert benefits

E.g.
· A competitive salary. 
· An exciting, positive, creative, challenging and rewarding place to work. 
· To be part of a diverse and vibrant international community.
· Comprehensive Staff Benefits, including generous annual leave entitlement
Insert Positive Action Statement as appropriate to your organisation.
E.g.
We welcome applications from all qualified candidates and particularly encourage applications from [insert demographic(s)] candidates, as we acknowledge they are currently underrepresented in our area/team/at this level. [delete as appropriate].
Delete/amend statements below as appropriate
Prior to any employment commencing with [the organisation], you will be required to evidence your right to work in the UK. Further information is available on GOV.UK. 

Key dates to note
The closing date for applications is [Closing date] at 11:59pm UK time.

Interviews will be held [insert date] (When selecting your interview date, please allow enough time after the closing date to shortlist applications and invite candidates to interview. We recommend giving candidates at least one week to prepare for their interview)



