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Requirements/ Procedures for Requesting MONSTER Posting 
 
Position should be difficult to recruit/retain and/or highly specialized.  Examples are as 
follows:    
 

 Single Incumbent – only one person occupies that position or class in the agency 
 
 Extensive experience/knowledge in their field/area of expertise – incumbent has 

specialized technical knowledge that is only acquired over time or through specialized 
education and training**  
 

 Difficult to replace from inside or outside the agency – position or class for which the 
agency has difficulty finding qualified candidates, despite recruitment efforts ** 

 
 Difficult to retain – position or class for which the agency has difficulty retaining 

employees due to factors such as environment, job stressors, wage issues, shift issues, 
travel or type of client base. 

 
 Fills critical core function/operation – exerts critical influence on organizational 

activities – operationally, strategically or both.  
 

Other Requirements: 
 Agencies must demonstrate prior recruitment efforts (e.g. job was previously posted on 

OHMS; or is currently posted with a limited applicant pool). 
 

 Position must remain posted for full 30 days (agencies cannot post one position for two 
weeks, and then change to another position for the final 2 weeks) 

 
 Agency Follow-up: In order to evaluate the effectiveness and Return on Investment 

(ROI) of Monster Subscription, please report information listed below to the Office of 
Talent Management (OTM) at the end of the recruitment cycle.  Submit reports, via e-
mail to careers@ohio.gov, with the subject line “Monster Posting Follow-up Summary – 
Position Title.” 

 

 Number of applications received via Monster.com  

 Number of candidates (from Monster applicant pool) interviewed  

 Was position filled?                                   

 Did selected candidate apply via Monster.com? 

 
AGENCY PROCEDURES 
 

 Submit requests for posting via e-mail to careers@ohio.gov with the subject line, “Request 
for Monster.com Posting.”   

 

 Include all required information, in Monster Job Posting Template (provided by OTM) and 
attach to e-mail.  Starred * items are required: 
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 *Job Title – Use working title of position if classification title does not adequately 
describe the position (e.g.  Program Administrator).   NOTE: It is not necessary to include 
number after title (e.g. Fiscal Officer 1).  This doesn’t have meaning for those outside of 
state government.   

 *Job Location – City and State  
 *Job Type 

o Employee 
o Temporary/Contract 
o  Intern 
o Seasonal 

 *Job Status 
o Full Time 
o Part Time 
o Per Diem 

 *Job Description  
o Provide a summary that “markets” the job opportunity.  Include responsibilities, 

qualifications, and other pertinent details (e.g. travel required, flexible schedule 
and/or other perks, etc.)  Refrain from using state or agency specific language 
or jargon (e.g. minimum qualifications).   DO NOT include all of the details 
contained in OHMS job posting. Include link to posting in the job description (if 
applicable).  

 
See last page of this document for an example and 
Click on link to view Monster article “Job Posting Best Practices” 

 
http://media.newjobs.com/cms/usen/employer/clientadoption-
pdf/BestPracticesJobPosting.pdf 
 

 *EEO-1  Job Classification  (choose one) 
 Craft Workers (Skilled) 
 Executive/Senior Level Officials and Managers 
 First/ Mid-level Officials and Managers 
 Laborers (Unskilled) 
 Office and Clerical 
 Officials and Managers 
 Operatives (Semi-Skilled) 
 Professionals 
 Sales Workers 
 Service Workers 
 Technicians 

 

 *Salary/Wage  
 

 Other salary information 
 
 
 
 

http://media.newjobs.com/cms/usen/employer/clientadoption-pdf/BestPracticesJobPosting.pdf
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 Years of experience  
o Less than 1 year 
o 1+ to 2 years 
o 2+ to 5 years 
o 5+ to 7 years 
o 7+ to 10 years 
o 10+ to 15 years 
o 15 or more years 
 

 Career Level/ Minimum Education Level  (of position) 
o Student (High School) 
o Student (Undergraduate/Graduate) 
o Entry Level 
o Experienced (Non-Manager) 
o Manager (Manager/Supervisor of Staff) 
o Executive (SVP, VP, Department Head, etc.) 
o Senior Executive (President, CFO, etc.) 
 

 Education Level (of applicant) 
 

 *Company  Information 
o Company Name  

 State of Ohio plus  Agency Name 
 Keep company name confidential 
 Company industry ( see list) 
 

 Contact Information 
o *Email (must be provided, but does not have to be shown on posting) 
 

 *Contact Method 
o Candidates apply online 
o Candidates contact me directly 

 Name of recruiter 
 Phone, fax and/or email  

 *Position Number 
 

 *Industry – select up to three  
 
* Follow up with qualified applicants in a TIMELY manner. Good candidates are often lost 
due to unresponsiveness of employers. 
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Monster Industries  
* Industries - select up to three (3)  

 Accounting and Auditing Services 
 Advertising and PR Services 
 Aerospace and Defense 
 Agriculture/Forestry/Fishing 
 Architectural and Design Services 
 Automotive and Parts Mfg 
 Automotive Sales and Repair Services 
 Banking 
 Biotechnology/Pharmaceuticals 
 Broadcasting, Music, and Film 
 Business Services – Other 
 Chemicals/Petro-Chemicals 
 Clothing and Textile Manufacturing 
 Computer Hardware 
 Computer Software 
 Computer/IT Services 
 Construction - Industrial Facilities and Infrastructure 
 Construction - Residential & Commercial/Office 
 Education 
 Electronics, Components, and Semiconductor Mfg 
 Energy and Utilities 
 Engineering Services 
 Entertainment Venues and Theaters 
 Financial Services 
 Food and Beverage Production 
 Government and Military 
 Healthcare Services 
 Hotels and Lodging 
 Insurance 
 Internet Services 
 Legal Services 
 Management Consulting Services 
 Manufacturing – Other 
 Marine Mfg & Services 
 Medical Devices and Supplies 
 Metals and Minerals 
 Nonprofit Charitable Organizations 
 Other/Not Classified 
 Performing and Fine Arts 
 Personal and Household Services 
 Printing and Publishing 
 Real Estate and Property Management 
 Rental Services 
 Restaurant/Food Services 
 Retail 
 Security and Surveillance 
 Sports and Physical Recreation 
 Staffing/Employment Agencies 
 Telecommunications Services 
 Transport and Storage – Materials 
 Travel, Transportation and Tourism 
 Waste Management 
 Wholesale Trade/Import-Export 
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JOB POSTING EXAMPLE 

The Ohio Department of Commerce, Division of Securities, a state securities agency, is seeking 
a mid-senior level Corporate Securities Attorney to join our Corporate Finance Compliance 
team. The Division of Securities offers a collegial, professional, family-friendly work environment 
with a stable 40-hour workweek.     

The Corporate Securities Attorney will work closely with the agency’s Registration Chief Counsel, 
Control Bid Attorney, the Licensing Chief Counsel, the Commissioner, and Enforcement 
professional staff to: 
  

 Review and provide regulatory comments on public securities offerings including offering 
circulars, subscription agreements, advertising and organizational documents filed with 
the Division for compliance with disclosure and merit standards. 

 Review exemption filings and provide comments on areas of non-compliance including 
general advertising and solicitation, disqualifiers of key personnel, unlicensed sales 
activities, untimely filings or other areas of questionable compliance. 

 Draft policy memoranda and correspondence. 

 Draft, comment on, and review model legislation. 

 Review and bring to the attention of the Licensing section any unlicensed activity. 

 Recommend enforcement action for unregistered/non-exempt sales and fraud. 

 Act as liaison between Division and peer regulators at the U.S. Securities and Exchange 
Commission and other state securities agencies. 

  
The annual salary range for this position is $58,094 - $76,107. 
  
Qualifications 

         Admission to Ohio Bar pursuant to Section 4705.01 of Revised Code 

 12 months experience as licensed attorney. 

 48+ months experience (regulatory, in-house counsel, or firm) with an emphasis on 
securities, mergers, acquisitions and/or tender offers. 

 Public and private offering experience is highly desired. 

 Applicable experience should include the preparing, drafting and filing of securities 
offering circulars and associated exhibits with federal or state agencies, responding to 
regulatory comments, or experience analyzing these materials for compliance with state 
and federal law.  

 Strong judgment, communication, analytical problem-solving and due diligence skills are 
key. 

 Finance or accounting background and experience are a plus. 
  
If you are looking for a move that will benefit your career and provide on optimal balance between 
your work and personal life, you can apply at www.careers.ohio.gov, or submit your resume and 
cover letter via mail, fax or email to: 
  

Ohio Department of Commerce 

Office of Human Resources 

77 South High Street 23
rd

 FL 

Columbus, OH 43215 

Phone:  614-728-9670 

Fax: 614-466-6183 

John.Doe@com.state.oh.us 

 

 

http://www.careers.ohio.gov/
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