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Employment websites serve as a gateway to the application and hiring process at your institution. Out-of-sector 
competitors intentionally design these sites to convey their work culture, values, and benefits. In contrast, colleges 
and universities often neglect their employment websites, despite their importance for attracting today’s top talent. 
Prospective applicants are looking for more than just a list of job postings—they want to know what it would actually 
be like to work at your institution. And given heightened competition for talent, especially with out-of-sector 
organizations, it is more critical than ever to proactively articulate why applicants should choose your institution 
over other employers.

Instructions: Use this checklist to assess your institution’s employment website and identify opportunities for 
improvement. Each section includes criteria gleaned from both in- and out-of-sector websites and is organized in 
order of importance to help your campus prioritize website updates.

Your employment website is strong if it fulfills more than 75% of criteria, acceptable if it fulfills 50 to 75% of the  
criteria, and weak if it fulfills less than 50% of the criteria on this checklist.

1. Is our employment website easy for prospective applicants to access and navigate?

Our employment website is optimized for search engines, meaning it comes up as the first option if 
applicants search “INSTITUTION NAME jobs” in Google.

Information on our employment website is conveyed in bullets or short, concise blocks of text.

Our employment website strives to incorporate universal design principles, especially equitable use (e.g., 
high contrast, navigable by keyboard, supports assistive technology like screen readers).

Our institution’s home page links to the same employment website as the first result when searched in 
Google (see above).

Our employment website is optimized for mobile use, meaning there are clickable emails/phone numbers, 
content is easily viewable without zooming, font is large, and the site has minimal hover features.

Our employment website features a separate dedicated page for prospective faculty hires.

Our employment website displays the most critical information—such as the link for open jobs, benefits 
information, and DEIJ actions/progress—prominently above the fold (i.e., before scrolling). 

Prospective applicants can find the link to our full list of job openings without scrolling down and within 
one click of the employment homepage. 

Prospective applicants can access our employment website from the main navigation bar on the 
institution’s home page and within one click of the institution’s home page.

Our employment home page includes no more than 600 to 1,000 words.

Prospective applicants can filter job openings beyond basic categories to help them find relevant job 
postings quickly. Advanced filter categories include skill, education level, experience level.

Employment Website Checklist

Our employment home page features at least three visual components (e.g., photos, videos, infographics).
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Employment Website Checklist (Cont.)

Our employment website provides resources and updates on the institution’s progress on DEIJ efforts 
(e.g., concrete actions that the university has taken, DEIJ strategic plans).

Our employment website features staff demographic/retention data and/or programs to support diverse 
staff (e.g., employee affinity groups).

Our employment website outlines faculty demographic/retention data and/or programs to support diverse 
faculty (e.g., development program for underrepresented scholars).

Our employment website highlights our institution’s partnerships and impact on the local community.

2. Is our employment website welcoming for applicants from diverse backgrounds?

Our employment website actively encourages and invites diverse applicants to apply, beyond compliance-
focused nondiscrimination statements.

Our employment website provides info for applicants who need accommodation in a prominent location 
(i.e., in the main text,  an FAQ section, or on a designated accommodation page), not just in the footer.

Our employment website includes a dedicated section or page describing our institution’s DEIJ efforts that 
are specifically relevant for employees.

Our employment website highlights campus resources for employee well-being (e.g., mental health tools, 
employee assistance program).

3. Does our employment website showcase the value and benefits of working at our 
institution?

Our employment website highlights ESG1 progress, especially sustainability (e.g., efforts to fight climate 
change) and governance (e.g., efforts to diversify board) initiatives.

Our employment website includes information about at least three traditional benefits employees receive 
in exchange for working at the institution (e.g., vacation days, insurance, retirement, flexible work).

Our employment website features three or more intangible benefits of working at our institution (e.g., 
opportunities for career advancement, collaborative work environment).

Our employment website provides relevant and compelling information for targeted recruitment of 
specific audiences (e.g., veterans, students, employee spouses).

Our employment website clearly articulates why applicants should work at our institution (e.g., impactful 
work employees do, innovative work culture).

Our employment website uses first- and second-person language to help applicants visualize working at 
our institution (e.g., “you will be part of a collaborative work environment…”).

1Environmental, Social, and Governance is a strategic framework that examines key non-financial dimensions on which corporate sustainability and ethics are evaluated. 
ESG is becoming an increasingly important consideration for prospective applicants as they assess potential employees.
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Employment Website Checklist (Cont.)

Our employment website features resources that help prospective faculty and staff envision living in the 
community (e.g., housing, local schools, relocation information).

3. Does our employment website showcase the value and benefits of working at our 
institution (cont.)?

Our employment website promotes the institution’s employment awards (e.g., Best Places to Work) and/or 
Glassdoor reviews, as applicable.

Our employment website includes easy-to-find testimonials from current employees that highlight the 
employee experience at our institution.

Our employment website includes a link to join the institution’s talent community (i.e., link where users 
can express their interest in learning about/being considered for future open roles).

Our employment website outlines additional institutional benefits specifically tailored for faculty (e.g., 
research centers, small class sizes).

4. Does our employment website provide resources to help applicants successfully navigate 
the application and hiring process?

Our employment website features contact information (e.g., email, chatbot) for human resources staff 
and/or hiring managers.

Our employment website outlines the steps in our institution’s hiring process and/or answers frequently 
asked questions about the hiring process.

Our employment website provides resources for interview prep (e.g., resume tips, STAR method).
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Appendix: Exemplar Employment Websites

Source: Baylor University, Careers & Opportunities. EAB interviews and analysis.

Excerpts from Baylor University’s Employment Website

Articulates why employees 
should choose their institution

Includes info about 
tangible benefits 

Provides relevant info for targeted 
recruitment audiences

Prominently displays 
accommodation info

Features Best 
Employer awards

https://www.baylor.edu/hr/index.php?id=949183
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Appendix: Exemplar Employment Websites (Cont.)

Excerpts from Metropolitan State University of Denver’s Employment Website

Includes job postings 
link at top of page

Emphasizes meaningful, 
impactful work

Highlights 
resources 

for 
employee 
inclusion

Includes info about both traditional 
and intangible benefits

Source: Metropolitan State University of Denver, Join MSU Denver. EAB interviews and analysis.

https://www.msudenver.edu/human-resources/benefits/join-msu-denver/
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Appendix: Exemplar Employment Websites (Cont.)
Excerpts from UC San Diego’s Employment Website

Features employee 
experience testimonials 

Includes link to join talent community 

First- and second-person language 
allows applicants to envision working there

Articulates why employees 
should choose their institution

Emphasizes meaningful, 
impactful work

Optimized for mobile devices

Source: University of California, San Diego, Careers at UC San Diego. EAB interviews and analysis.

https://employment.ucsd.edu/
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Appendix: Exemplar Employment Websites (Cont.)
Excerpts from Davidson College’s Employment Website

Provides updates on DEIJ progress 

Features campus resources for inclusion

Includes info about traditional benefits

Encourages diverse applicants to apply 

Emphasizes meaningful, impactful work

Features designated DEIJ 
page for additional info

Source: Davidson College, Work at Davidson. EAB interviews and analysis.

https://www.davidson.edu/offices-and-services/human-resources/work-davidson
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Appendix: Exemplar Employment Websites (Cont.)

Source: University of Columbia, Careers at Columbia. EAB interviews and analysis.

Includes link to join talent community 

Outlines steps in 
hiring process

Includes a mix of text, 
images, and videos

Highlights sustainability
initiatives, progress

Provides free candidate workshops 
for resume and interview prep

Includes info about traditional 
and intangible benefits

Displays info in short, 
concise blocks of text 

Features contact 
info for HR staff

Excerpts from Columbia University’s Employment Website

https://careers.columbia.edu/


eab.com9©2022 by EAB. All Rights Reserved. 

Appendix: Exemplar Employment Websites (Cont.)

Source: Furman University, Prospective Faculty. EAB interviews and analysis.

Excerpts from Furman University’s Faculty Employment Website

Includes a mix of text, 
images, and videos

Encourages diverse applicants to apply

Provides relevant info for faculty audience

Helps applicants envision 
living in local community

Features distinct prospective faculty website

https://www.furman.edu/academic-affairs/prospective-faculty/

