1)  Example of Large ad

The (insert HD name) Health Department is accepting applications for a (FT/PT) Director of Administrative Services.
General Duties include:  This position serves under the direction of the Director.  Responsibilities for this position include, but are not limited to; Overall responsibility for the administrative services and functions to provide support of the day to day operation of the agency and meet the various federal and state requirements.  Responsibilities include operations for financial management, personnel administration, purchasing, facilities management, data processing, inventory control, contract services, leases, procurement of goods, services, land, real property, etc.  Incumbent determines program needs and directions.  Develop operating policies and procedures.  Supervises subordinate personnel including:  hiring recommendations, determining workload, delegating assignments, training, monitoring and evaluating performance and initiating corrective or disciplinary actions to include terminations.
Minimum Education, Training or Experience:  Master’s Degree in Business/Public Administration, Public/Community Health, Accounting, Human Resource Management, Industrial or Labor Relations.  Four (4) years’ experience in an administrative or management capacity, where finance, budgeting, personnel, or other health related planning responsibilities have been demonstrated.
Substitution for Education, Training or Experience:  A Bachelor’s degree with a major in Business/Public Administration, Public/Community Health, Accounting, Human Resource Management, Industrial or Labor Relations and one (1) year of experience in an administrative or management capacity where finance, budgeting, personnel, or other health related planning responsibilities have been demonstrated will substitute for the required education.
Starting Salary:  $22.31 - $28.65/hr negotiable with additional experience.  Grade 24
Applications may be obtained at the (insert HD name) Health Department, (insert HD address and phone) or http://chfs.ky.gov/dph/lhdapp.htm  

Completed application and transcript must be returned by close of business (insert date) to (insert HD name).
Resume will not substitute for completed application. 

Equal Opportunity Employer
Applicants and employees in this classification may be required to submit to a drug screening test and background check.

2)  Example of smaller ad to reference website

The (insert HD name) Health Department is accepting applications for a (FT/PT) Director of Administrative Services.
Starting Salary:  $22.31 - $28.65/hr negotiable with additional experience.  Grade 24
Applications and full listing of qualifications may be obtained at the (insert HD name) County Health Department, (insert HD address and phone) OR online at http://chfs.ky.gov/dph/LHD.htm  Completed application and transcript must be returned by close of business (insert date) to (insert HD name).
Resume will not substitute for completed application. 
Equal Opportunity Employer.  Applicants and employees in this classification may be required to submit to a drug screening test and background check.
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