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	ENSURING INCLUSION THROUGH LANGUAGE IN JOB POSTINGS OR JOB DESCRIPTIONS



When drafting a job posting, it’s important to use words or phrases that do not imply directly, or indirectly, that you are not interested in candidates with disabilities.  This message is sometimes communicated through job qualifications listed in job postings or position descriptions. 

[bookmark: _GoBack]For example, it is not uncommon to see job postings that indicate that the position requires lifting, standing, communicating orally, etc.  All of these words have the potential to exclude individuals with disabilities who are capable of performing the tasks of the job, but perhaps in a different manner than a person without a disability.

Below we identify some language common to the State’s job qualifications contained in either job postings or descriptions that may have an exclusionary effect and provide alternative language examples. 

	Potentially Exclusionary Language
	Alternative Language
	Example

	Carry, lift
	Move, transport, position, put, install, remove
	“lift heavy equipment across building” can be changed to “transport heavy equipment across building”

	Able-bodied
	None
	“all able-bodied persons” should not be used, instead describe the essential functions of the task

	Climb, balance
	Ascend, descend, traverse
	“climb ladder to change lights” can be changed to “ascend/descend to change lights”

	Stoop, bend, kneel, crouch, crawl, walk
	Position self to, move
	“walk throughout building to monitor employees” can be changed to “move through building to monitor employees”

	Stand, sit
	Stationary position
	“stand for long periods of time” can be changed to “maintain a stationary position for long periods of time” 

	Talk, speak, hear, oral and verbal communication
	Communicate, detect, express oneself, share information
	“speak and hear English” can be changed to “communicate with others and understand information”
or
 “oral and verbal communication” can be changed to “communicate effectively with customers/stakeholders”

	Driver’s license
	Travel to
	“have a valid driver’s license” can be changed to “be able to travel to other buildings”

	See 
	Determine, perceive, observe, inspect, judge, estimate, assess
	“see potential safety hazards” can be changed to “perceive and determine potential safety hazards”



Frequently Asked Questions

1. Am I precluded from using any of the qualification language on under the exclusionary column?  What about essential functions?  

Identifying essential functions of the position is still an important part of evaluating and developing job qualifications and job descriptions.  There are several reasons why a function could be considered essential:

· Task or function is reason the position exists 
· No other way or limited potential to redistribute tasks 
· Specific expertise or specific ability is the purpose the job exists; 
· Most time is spent performing that function; and/or 
· Job is not effective (serious effect) if function is not performed by incumbent 

2. What if driving is an essential function of the job?

If driving is in fact an essential function of the position, listing “valid driver’s license” is important.  We ask that you think through whether driving is an essential function or a convenience.  Is the employee required to drive a state car?  Is the employee required to deliver services or work out in the field as part of their job and will that require the use of a car?  Or is it that the employee will have occasional meetings or training events and will need to travel to the event.  There are many ways for individuals to travel to and from various locations.

3. What if lifting is an essential function? 

Again, if lifting is an essential function of the position, it should be listed as a requirement.  But consider if the person will be lifting frequently or if the person will need to lift only occasionally.

4. Should reasonable accommodation notices be included on job postings?

Yes.  A reasonable accommodation notice should be included on all job postings.  Recommended language:  Individuals with disabilities in need of a reasonable accommodation during the application or hiring process, should contact the job information line at 651.259.3637 or the posting agency’s ADA Coordinator at (include phone number and/or email).  Please indicate what type of assistance is needed.
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