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The Agency Guide to
Recruiting and Onboarding
Content Writers

Best Practices for Building a High-Performing Content Team



Welcome to our guide on onboarding writers. At Stellar, we've had the
privilege of working with thousands of freelance writers, editors, and
subject matter experts. Through this journey, we've learned that writer
recruitment, vetting, and onboarding are oftenreactive activities —
triggered by immediate needs and tight deadlines. This guide aims to
help you navigate these challenges, providing a structured approach to
building a flexible and reliable writer pool.

We understand the difficulty in balancing writer engagement while
maintaining a diverse team capable of tackling various content types,
brand voices, and subject matters. We've seen firsthand the impact of a
poor staffing choice on a project's success, and we're here to share our
insights to help you avoid that situation.

Thank you for choosing to partner with us on this journey. We hope this guide
will make your writer onboarding process smoother and more effective.

Bestregards,

A

Rick Leach

Vice President of Content Operations, Stellar




Overview
e

This guide offers practical strategies and tools for
recruiting, vetting, and onboarding writers. It includes
detailed resources like recruitment timeline infographics,
writer type profiles, evaluation tools, and interview
templates. Whether you're looking to expand your writer
pool orenhance your current processes, this guide
provides actionable insights to help you build a team that
meets diverse client needs.

Recruitment Timeline
Infographic

Writer Recruitment Ad
Templates

Conducting Writer Interviews

Onboarding Checklist
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Writer Type Profiles

Writer Evaluation Tool

Interview Evaluation Template

Writer Profile Sheet



Writer Recruitment Timeline

= Determine the types of content you need,
1. Identify = such as blog posts or case studies. Identify
Needs — the necessary skills and experience needed
(] foreach content type.

Write ads that highlight the position's
requirements and benefits. Tailor ads to 2. Create Ad
attract writers with the needed skills.

Place ads onrelevant job boards, social
3. Place Ad media, and professional networks to reach
e) potential candidates.

Review resumes and portfolios to shortlist .
4. Review

candidates who meet the criteria.
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Writer Recruitment Timeline

Request writing samples or assign a writing
5. Evaluate test. Use a standardized evaluation tool to
assess the quality and fit of the samples.

Prepare questions focused on writing

skills, experience, and reliability. Conduct
interviews to assess candidates' abilities and
suitability.

6. Interview

Compare evaluations and interview
7. Choose feedback to select the best candidates who
meet your criteria and fit your needs.

Provide comprehensive onboarding
materials and training. Introduce writers to

8. Onboard

your company’s processes, tools, and team ‘
to ensure a smooth transition. y
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Writer Recruitment Ads
and Profiles

Create effective job ads that target exactly the type
of writeryou need.
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Create Effective Job Ads That Target Exactly the
Type of Writer You Need

——e

If you're looking to attract top-notch writers and editors, you’'re in the right place. This guide is
designed to help you create effective job postings that stand out and draw in the best talent.

We understand that recruiting writers can feel like finding a needle in a haystack. Getting
responses to your job postingsisn’t usually the issue. The real challenge? Attracting the right
writers and vetting them effectively. Post your ad in the wrong place or keep it too vague and
you might find yourself swamped with candidates who aren’t quite the fit you’re looking for.

Our goal hereis to help you craft clear, targeted job ads that pull in the perfect candidates,
making your recruitment efforts worthwhile.

Writer Profiles

Before you dive into crafting your job postings, it’simportant to understand the various roles of
writers and their unique skill sets. There's acommon misconception that "a writeris a writer," but
nothing could be further from the truth. Writing skills vary greatly, and being specific about the
type of writer you need will help you attract candidates who truly fit the role.

We've compiled detailed writer profiles for different roles, such as technical writers, marketing
copywriters, SEO content writers, and more. These profiles offerinsightsinto eachrole’s
specific responsibilities, required qualifications, and preferred skills, helping you tailor your
job ads effectively.

You'llfind these, along with sample job descriptions specified for each writer role, in the job
description section below.

Remember, not all writers are the same — there’s a significant difference in skills and expertise

across different writing disciplines. While some writers are versatile, many specialize in specific
types of content, and even the most versatile writers have their limits.
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How to Use This Guide

This guide is divided into six sections to walk you through the entire process of creating ajob
posting, from outlining the structure to providing detailed examples and templates. Here’s what
you can expect:

1. Typical Job Posting Structure: An outline of the standard elements included
inajob posting.

2. Company Overviews: Guidance and examples for crafting a compelling
company overview.

3. Customized Job Descriptions for Each Writer Role: Tailored job descriptions
and profiles for various writerroles.

4. Work Environment Samples: Tips and examples for describing your work
environment.

5. Benefits and Compensation Samples: Guidance on highlighting attractive
benefits and compensation packages.

6. Application Instructions Samples: Tips and examples for providing clear
applicationinstructions.

By following the steps outlined in this guide and using the provided templates, you’ll create job
postings that attract qualified candidates and streamline your recruitment process.

Heads up! This guide includes many samples you can copy
and paste into your ad. However, be careful not to mislead

potential candidates. Review and adjust the copy to ensure all
details are accurate and fit your business.
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Typical Job Posting Structure

A well-structured job posting ensures clarity and helps attract the right candidates by providing all
necessary informationin an organized manner.

Here's a breakdown of the typical components:

Job Title: Clear and specific title that accurately reflects the role.

Company Overview: Brief introduction to your company, including
mission, vision, values, and what sets you apart.

Job Overview: A concise description of the role, its significance, and how it fits
within the company.

Key Responsibilities: Bullet points outlining the main duties and tasks associated
withtherole.

Required Qualifications: List of essential skills, experience, and qualifications
needed for therole.

Preferred Skills: Additional skills and experiences that are desirable but not
mandatory.

Work Environment: Description of the work setting, such as remote work options,
office location, and team dynamics.

Compensation and Benefits: Information about salary range, benefits, and any
other perks offered by the company.

Application Instructions: Clearinstructions on how candidates can apply, what
materials they need to submit, and any application deadlines.

Job posts that are thorough and accurate, while following this structure, may be lengthy — and
that’s okay. Providing more detail reduces the number of unqualified candidates and decreases
the likelihood of candidates dropping out once they realize the positionisn't right for them.
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Company Overviews

A compelling company overview is crucial for attracting top talent, as it gives potential candidates
a clearunderstanding of your company’s mission, culture, and values. This sectionincludes
detailed and templated examples toillustrate different approaches. We also offer guidance on
crafting an overview that resonates with candidates and highlights what makes your company an
exceptional place towork.

Sample 1: Detailed Company Overview

Company Name: Stellar

Company Overview: Founded in Victoria, B.C.,in 2011, Stellar is a trusted content creation
platform serving digital marketing agencies, large brands, and web publishers. We specialize in
delivering exceptional content that drives SEO, engages audiences, and boosts conversions.

Whether through ourrobust self-serve Marketplace or our fully managed content production
services, Stellar leverages innovative technology and flexible workflows to meet our clients'
unique needs, ensuring efficiency and outstanding results in every project.

Mission: We are committed to delivering superior editorial content that aligns with each client's
unique brand voice. Our missionis to support digital marketing agencies and brands by providing
easy access to top-tier creators, fast turnaround times, and content that not only meets technical
standards but also deeply engages andinspires audiences.

Vision: At Stellar, we envision a future where brands and agencies can effortlessly access
premium content through a streamlined and scalable platform. While today’s outsourced content
often meets only basic technical standards, it can lack depth and value. We’re here to change that.

Ourplatform delivers editorial excellence that reflects each brand’s unique voice, compels action,
and resonates deeply with audiences. With Stellar, sourcing extraordinary content becomes
reliable and predictable, transforming ordinary words into extraordinary impact.

Values:

* Excellence in Storytelling & Craftsmanship: We are dedicated to producing editorial content
that exemplifies the highest standards of craftsmanship. Each piece is meticulously created to
exceed client expectations.

* Client-Centric Obsession: We align ourselves with our clients' goals and collaborate closely to
ensure their success. We treat our clients like partners, striving tirelessly to help them achieve
outstanding results.

* Innovative Solutions: We embrace innovationin all aspects of our work. By leveraging advanced

technology and creative problem-solving, we continuously push the boundaries to deliver
solutions that address our clients' needs and drive success.
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* Results-Driven Focus: We’re committed to delivering results that surpass our clients' goals. Our
focus on performance and growth ensures our content drives measurable success and offers
genuine value to the audience.

Sample 2: Templated Company Overview

Company Name: [Your Company Name]

Company Overview: [Your Company Name] is committed to [mission statement]. We offer
[services/products] and are known for [unique selling points]. Our team of professionals works
collaboratively to deliver outstanding results for our clients.

Mission: Ourmissionis to [briefly state the mission, e.g., provide excellent content that meets the
unigue needs of our clients].

Vision: We envision a future where [state your vision, e.g., every client has access to exceptional
content that drives engagement and growth].

Values:

* [Value 1]: [Describe your first company value].

* [Value 2]: [Describe your second company value].
* [Value 3]: [Describe your third company valuel].

* [Value 4]: [Describe your fourth company value].

Guidance: Tips on Creating a Compelling Company Overview

@ Be Concise and Clear: Your company overview should be easy toread and
understand. Avoid jargon and keep sentences short and to the point.

Highlight Unique Selling Points: What sets your company apart? Mention any unique
aspects of your services or culture.

Showcase Your Mission and Vision: Clearly state your company's mission and vision
to give candidates a sense of purpose and direction.

Emphasize Your Values: Share the core values that drive your company. This helps
potential candidates understand what you stand for and how you operate.

Use a Welcoming Tone: Make your company overview approachable and engaging.
Use atone thatreflects your company culture and appeals to potential candidates.

g Ba B O
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Job Descriptions and Writer Roles

A well-craftedjob descriptionis crucial for attracting the right candidates and aligning on
skills and expectations. Detailed descriptions outline the responsibilities and qualifications
foreachrole, helping candidates determine if they’re a good fit.

This sectionincludes writer profiles and sample job descriptions for 15 writerroles,
providing a comprehensive view of each type. By using these examples, you can create job
postings that clearly communicate the specifics of each position and ensure applicants
understand the necessary skills and qualifications.

Technical Writers Marketing Copywriters
SEO Content Writers Blog Writers

Thought Leadership Social Media Writers
Ghostwriters

Product Description Writers Email Marketing Writers

White Paper and Case Study E-Book Writers

Writers

Press Release Writers Technology Writers
Scriptwriters Localization Specialists
Editors
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Technical Writers

Technical writers are vital for creating clear and detailed documentation that translates complex
technical conceptsinto accessible content for diverse audiences. Their expertise ensures that
technical products and services are well-documented and user-friendly.

Writer Profile

« Content Types: Instructions, owner's * Experience Level: Mifj‘
manuals, detailed guides. to senior-level, requiring
specialized training and
» Writing Style: expertise.
+ Clinical: Formal and meticulous.
. Precise: Exact and accurate.  Sourcing Difficulty: High, due to the need
. Straightforward: Clear and direct. for specialized training and expertise.
* Typical Audience: Technical users, such as * Salary:
engineers, technicians, and other specialized - $60,000 - $100,000 peryear
audiences. + $0.20 - $1.00 perword

Recruitment Tip: Seek candidates with relevant industry certifications
or technical degrees. Additionally, assess their ability to articulate complex
technical concepts clearly with a brief writing exercise.

Required Preferred
» Understanding of complex technical concepts * Ability to create and maintain style
* Excellentresearch and organization skills guides
* Proficiency in creating various types of » Experience in creating multimedia
Strengths e - HE . .
technical documentation content
* Attentionto detail » Knowledge of structured authoring and
» Concise writing single-sourcing
» Strong written communication skills * Project management skills
. * Collaboration with subject matter experts and » Adaptability to work with diverse teams
Soft Skills . . .
stakeholders » Continuous learning mindset
* Attentionto detail foraccuracy and consistency
* Microsoft Office Suite (Word, Excel, * Version control systems (e.g., Git, SVN)
PowerPoint) » Content management systems(e.g.,
Tools/Tech » Experience with at least one technical writing Drupal, SharePoint)
tool(e.g.,Madcap Flare, Adobe FrameMaker) * Knowledge of DITA or other XML-based
authoring
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Customized Job Description for Technical Writers

Copy and paste this descriptioninto your job post and adjust to suit your needs.

Job Overview:

As a Technical Writer at [Your Company Name], you’ll be responsible for developing clear, concise,
and comprehensive documentation that translates complex technical conceptsinto user-
friendly content. This role is essentialin ensuring our technical products and services are well-
documented and accessible to both technical and nontechnical users.

Key Responsibilities:

* Develop, write, and maintain user manuals, guides, and technical documentation for
various products and services.

* Collaborate with engineering, product management, and customer supportteams to
gatherinformation and understand the documentation requirements.

* Ensure technical documentationis accurate, clear, and concise.

* Update and revise existing documentation to reflect new features, enhancements, and
feedback fromusers.

* Create diagrams, charts, and othervisual aids to assist in the explanation of technical concepts.

» Conduct thoroughresearch to ensure the accuracy and relevance of the documentation.

Required Qualifications:

* Proven experience as a Technical Writer, preferably in atechnology-related industry.

* Excellent written and verbal communication skills.

» Strong understanding of complex technical concepts and the ability to translate them
into clear and concise documentation.

* Proficiency with technical writing tools such as Madcap Flare, Adobe FrameMaker, or similar.

* Ability to work independently and manage multiple projects simultaneously.

* Attention to detail and strong organizational skills.

Preferred Skills:
* Experience with content management systems (CMS) and version control systems (e.g., Git).
* Familiarity with HTML, CSS, and other web technologies.
* Knowledge of structured authoring and single-sourcing methodologies.
* Ability to create and maintain style guides.
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Marketing Copywriters

Marketing copywriters are responsible for crafting compelling and persuasive content that
aligns with brand voices and drives engagement and conversions. Their work includes a variety of
marketing materials such as site copy, promotional content, and product descriptions.

Writer Profile

« Content Types: Advertisements,
promotional materials, product descriptions.

* Writing Style:
- Engaging: Captivates and holds the
reader's attention.
- Compelling: Drives action and interest.

- Brand-specific: Tailored to the specific
brand's voice. * Salary:
- $45,000-$90,000 peryear

* Typical Audience: Consumers, including the

general public and targeted demographics.

* Experience Level: Entry to
mid-level, with experience
invarious marketing
campaigns and materials.

* Sourcing Difficulty: Medium, requiring
creativity and brand understanding.

. $0.10 - $1.00+ perword

Recruitment Tip: Review their portfolio for versatility and brand voice
alignment. Too much similarity in voice between prior clients may signal a
lack of ability to adapt to a voice outside their default tone.

Required Preferred
* Persuasive writing * Experience with various marketing
* Creativity channels
* Brand alignment * Ability to write for different mediums
Strengths | iy tocratt ling and convinci tent
y to craft compelling and convincing conten
* Innovative and original approach
* Knowledge of SEO principles
» Strong written communication skills * Project management skills
: * Collaboration with marketing teams » Adaptability to work with diverse teams
Soft Skills . . .
* Attentionto detail for brand consistency
* Ability to meet tight deadlines
 Microsoft Office Suite (Word, Excel, » Experience with marketing automation
PowerPoint) tools (e.g., HubSpot, Marketo)
Tools/Tech  Familiarity with content management systems * Proficiency with analytics tools (e.g.,
(CMS) Google Analytics)
» Understanding of A/B testing

stellarcontent.com e sales@stellarcontent.com e 1(888)983-3103



Customized Job Description for Marketing Copywriters

Copy and paste this descriptioninto your job post and adjust to suit your needs.

Job Overview:

As a Marketing Copywriter at [Your Company Name], you’ll be responsible for creating engaging
and persuasive content that aligns with our brand voice and drives customer engagement and
conversions. Thisrole is vital in enhancing our marketing efforts across various channels.

Key Responsibilities:

* Write compelling copy for advertisements, promotional materials, product
descriptions, and other marketing content.

* Collaborate with marketing and creative teams to develop and execute content
strategies.

* Ensure all copy is consistent with the brand voice, style, and tone.

* Conductresearch to understand target audiences and optimize content for
engagement and conversion.

* Edit and proofread copy to ensure accuracy, clarity, and quality.

» Stay updated onindustry trends and incorporate best practices into the content.

Required Qualifications:

* Proven experience as a Marketing Copywriter or similar role.

* Excellent writing, editing, and proofreading skills.

 Strong understanding of marketing principles and how to apply them to content
creation.

* Ability to adapt writing style to different brand voices and target audiences.

* Experience with SEO and understanding of keyword integration in marketing content.

* Ability to work under tight deadlines and manage multiple projects simultaneously.

Preferred Skills:
* Familiarity with content management systems (CMS) and marketing automation tools.
* Experience with A/B testing and data-driven content optimization.
* Knowledge of graphic design principles and ability to collaborate with designers.
* Strong project management skills and attention to detail.
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SEO Content Writers

SEO content writers specialize in creating engaging, informative content optimized for search
engines.Their work is essential in driving organic traffic and improving rankings through
strategically incorporated keywords and exceptional content.

Writer Profile * Experience Level: Entry

to mid-level, withan
understanding of SEO
principles and experiencein
writing optimized content.

« Content Types: Blog posts, website content,
and articles.

» Writing Style:
- Informative: Provides valuable information
to thereader.
- Accessible: Easy to understand and engaging.
- Reader-friendly: Prioritizes user experience.

* Sourcing Difficulty: Medium, requiring a
balance of SEO knowledge and writing skills.

* Salary:

* Typical Audience: Online readers, including - $35,000-$75,000 peryear
the general public and search engine users. - $0.05-$0.50 perword

Recruitment Tip: Look for examples of content where they’ve organically incorporated
relevant keywords, met search intent, and enhanced search result visibility. Ask for a
brief explanation of theirapproach to balancing SEO with reader engagement.

Required Preferred

» Keyword optimization * Experience with various SEO tools
* Analytical skills » Understanding of search engine
» Adaptability algorithms

Strengths * Ability toincorporate keywords organically
» Understanding of searchintent
* Ability to optimize content for search features
» Strong written communication skills * Project management skills

Soft Skill * Attentionto detail foraccuracy » Continuous learning mindset

° tiis * Collaboration with SEO and marketing teams * Ability to work with cross-functional
teams
 Familiarity with SEO tools (e.g., Ahrefs, SEMrush) * Proficiency with analytics tools (e.g.,
» Experience with content management Google Analytics)
Tools/Tech systems (CMS)

* Basic knowledge of HTML
* Skilled with SEO tools
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Customized Job Description for SEO Content Writers

Copy and paste this description into your job post and adjust to suit your needs.

Job Overview:

As an SEO Content Writer at [Your Company Name], you'll be responsible for creating first-rate,
search-optimized content that drives organic traffic and improves search engine rankings. This role
is crucialin ensuring our content meets both SEO requirements and user engagement standards.

Key Responsibilities:

* Write informative, engaging blog posts, website content, and articles to improve search
engine rankings.

* Conduct keywordresearch and incorporate relevant keywords naturally into content.

* Collaborate with SEO and marketing teams to develop content strategies that align with
SEO goals.

* Ensure all content is aligned with the target audience’s needs.

» Monitorand analyze content performance using SEO tools and analytics to refine strategies.

 Stay updated on the latest SEO trends and best practices to continually improve content.

Required Qualifications:
* Proven experience as an SEO Content Writer or similarrole.
* Excellent writing, editing, and proofreading skills.
 Strong understanding of SEO principles and best practices.
* Ability to conduct keyword research and integrate keywords naturally into content.
* Familiarity with SEO tools such as Ahrefs, SEMrush, or Google Analytics.
* Ability to work independently and manage multiple projects simultaneously.

Preferred Skills:

* Experience with content management systems (CMS) and basic HTML.

* Knowledge of on-page and off-page SEO techniques.

« Strong analytical skills and ability to interpret data to improve content performance.

* Familiarity with different content formats and their SEO implications (e.g., blogs, articles,
infographics).
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Blog Writers

Blog writers create engaging, informative, and often entertaining content that resonates with a
wide audience. They’re skilled at maintaining reader interest and optimizing content for search
engines to drive traffic and engagement.

Writer Profile * Typical Audience: General
public, with content

* Content Types: Blog posts, listicles, and
that appealsto abroad

how-to guides.

audience.
» Writing Style:
- Conversational: Writesin arelatable and * Experience Level: Entry to mid-level, with prior
informal tone. experience writing blogs or similar content.
- Relatable: Able to connect with a wide
audience. * Sourcing Difficulty: Low, with many available
» Informal: Comfortable with a casual and candidates, though quality varies significantly.
friendly style.
+ Versatile: Adjusts to most common voice * Salary:
attributes. - $30,000-$70,000 peryear

- $0.05-$0.30 perword

Recruitment Tip: Ask for published, bylined samples, but be mindful that
what you're reviewing may be heavily edited and not completely indicative of
the writer's skill level. Consider asking for drafts or unedited versions if possible.

Required Preferred
* Ability to create engaging content * Experience with various blogging
* Topical expertise platforms
Strengths * Ability to maintainreaderinterest * Ability to write for different niches
» Understanding of blogging best practices
* Knowledge of SEO for blogs
» Strong written communication skills » Adaptability to different topics
. * Collaboration with content teams » Continuous learning mindset
Soft Skills * Attentionto detail foraccuracy
* Ability to work under tight deadlines
* Familiarity with blogging platforms (e.g., * Proficiency with analytics tools (e.g.,
WordPress, Medium) Google Analytics)
* Basic knowledge of SEO tools » Understanding of social media
Tools/Tech « Exper . . .
xperience with content management systems integration
(CMS) » Experience with multimedia content
creation
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Customized Job Description for Blog Writers

Copy and paste this description into your job post and adjust to suit your needs.

Job Overview:

As a Blog Writer at[Your Company Name], you'll be responsible for creating engaging and
informative blog posts that resonate with our audience and drive traffic to ourwebsite. Thisrole is
essentialin establishing our brand voice and providing valuable content to ourreaders.

Key Responsibilities:
* Write engaging and informative blog posts on various topics relevant to our audience.
* Conduct thoroughresearch to ensure content accuracy and depth.
» Optimize blog posts for SEO toimprove search engine rankings and drive organic traffic.
* Collaborate with the content team to develop blog post ideas and editorial calendar.
* Edit and proofread content to ensure exceptional, error-free blog posts.
» Stay updated onindustry trends and incorporate relevant topics into the content.

Required Qualifications:
* Proven experience as a Blog Writer or similarrole.
* Excellent writing, editing, and proofreading skills.
» Strong understanding of SEO principles and best practices for blogs.
* Ability to research and write on a wide range of topics.
* Familiarity with content management systems (CMS) like WordPress.
* Ability to work independently and meet tight deadlines.

Preferred Skills:

* Experience with social media platforms and integrating blog content into social
media strategies.

* Knowledge of basic HTML and CSS.

« Familiarity with analytics tools to measure blog performance.

* Ability towrite in a conversational and relatable tone that connects withreaders.
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Thought Leadership Ghostwriters

Thought leadership ghostwriters specialize in crafting authoritative content on behalf of industry

leaders, providing unique perspectives and valuable insights. Their work includes thought leadership
articles, white papers, and keynote speeches that position clients as experts in their fields.

Writer Profile

white papers, and keynote speeches.

» Writing Style:
- Authoritative: Demonstrates expertise
and credibility.
- Engaging: Captivates and inspires the
audience.
- Insightful: Provides unique perspectives
andvaluable insights.

* Typical Audience: Industry professionals,
executives, and decision-makers.

» Content Types: Thought leadership articles,

* Experience Level: Mid- to
senior-level, with extensive
experience and industry
knowledge.

* Sourcing Difficulty: High, due to the need

for specialized knowledge and strong writing

skills.

* Salary:
- $70,000 - $150,000 per year
+ $0.50-$2.00 perword

Recruitment Tip: Seek writers who have contributed to respected industry
publications, either under their own names or as ghostwriters. Evaluate their capacity
to emulate the style of various thought leaders by reviewing a writing sample or brief.

Required Preferred
* Subject matter expertise » Experience writing for executives
* Research skills * Understanding of industry trends
Strengths * Voice adaptation * Ability to craft keynote speeches
* Ability to write authoritatively
» Experience withindustry publications
» Strong written communication skills * Project management skills
* Collaboration with thought leaders
Soft Skills * Attention to detail foraccuracy
» Adaptability to different voices and tones
* Ability to work under tight deadlines
* Microsoft Office Suite (Word, Excel, * Proficiency with citation management tools
PowerPoint) * Understanding of industry-specific software
Tools/Tech c . ; . .
* Familiarity with research databases and tools * Experience with multimedia content
* Basic knowledge of publication processes creation
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Customized Job Description for Thought Leadership Ghostwriters

Copy and paste this description into your job post and adjust to suit your needs.

Job Overview:

As a Thought Leadership Ghostwriter at [Your Company Name], you'll be responsible for creating
authoritative andinsightful content that positions our clients as leaders in their respective
industries. Thisroleis crucial in establishing and enhancing our clients' reputations through
exceptional thought leadership content.

Key Responsibilities:
* Write thought leadership articles, white papers, and keynote speeches on behalf of
industry leaders.
* Conductin-depthresearch to understandindustry trends and gather relevant information.
* Collaborate with clients and subject matter experts to capture their voice and perspectives.
* Ensure all content is authoritative, is engaging, and provides unique insights.
* Edit and proofread content to ensure clarity, accuracy, and engagement.
» Stay updated onindustry trends to incorporate the latest insights into the content.

Required Qualifications:
* Proven experience as a Thought Leadership Ghostwriter or similarrole.
* Excellent writing, editing, and proofreading skills.
» Strong understanding of industry trends and the ability to provide unique perspectives.
* Ability to adapt writing style to match the client's voice and tone.
* Experience conducting interviews and gathering information from subject matter experts.
* Ability to work independently and manage multiple projects simultaneously.

Preferred Skills:
* Familiarity with content management systems (CMS) and research databases.
* Experience with citation management tools and data visualization.
« Strong project management skills and attention to detail.
* Ability to create multimedia content to complement written materials.
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Social Media Writers

Social media writers create engaging and compelling content for various social media platforms,
driving engagement and building brand presence. They’re skilled at crafting concise, impactful
messages that resonate with audiences and encourage interaction.

Writer Profile

» Content Types: Social media posts, * Experience Level: Entry to

captions, and updates. mid-level, with experience
across various social
» Writing Style: media platforms and
. Casual: Informal and approachable tone. content types.
- Trendy: Keeps up with and incorporates
current trends. * Sourcing Difficulty: Low, with many available
- Engaging: Captures attention and candidates, though quality varies.
prompts audience interaction.
* Salary:
« Typical Audience: Social media users, with - $35,000 - $65,000 peryear
diverse, platform-specific audiences. » $0.10-$0.50 perword

Recruitment Tip: Check their social media profiles for originality
and engagement metrics. Ask for specific examples where their posts
significantly increased engagement or follower growth.

Required Preferred
* Brevity * Experience with various social media
» Trend awareness platforms
Strengths * Engagement « Knowledge of social media trends
* Ability to write catchy and concise posts * Ability to create multimedia content

» Understanding of social media algorithms

» Strong written communication skills * Ability toworkin a fast-paced
* Attentionto detail environment
Soft Skills » Collaboration with social media and marketing » Continuous learning mindset
teams

» Adaptability to different brand voices

* Familiarity with social media management tools * Proficiency with analytics tools (e.g.,
(e.g., Hootsuite, Buffer) Sprout Social)

Tools/Tech * Basic knowledge of graphic design tools * Experience withinfluencer marketing

* Experience with content scheduling

» Understanding of social media advertising
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Customized Job Description for Social Media Writers

Copy and paste this description into your job post and adjust to suit your needs.

Job Overview:

As a Social Media Writer at [Your Company Name], you'llbe responsible for creating engaging
and compelling content for our social media platforms. Thisrole is essential in building our brand
presence, driving engagement, and connecting with our audience on a personal level.

Key Responsibilities:
* Write catchy and concise posts, captions, and updates for various social media platforms.
* Develop content that’s on-brand and aligns with our social media strategy.
* Collaborate with the marketing team to create and execute social media campaigns.
* Monitor social media trends and incorporate theminto the content strategy.
* Engage with the audience by responding to comments, messages, and interactions.
* Analyze social media metrics to enhance content performance and engagement.

Required Qualifications:
* Proven experience as a Social Media Writer or similarrole.
* Excellent writing, editing, and proofreading skills.
» Strong understanding of social media platforms and their unique content requirements.
* Ability to create engaging content that resonates with diverse audiences.
* Familiarity with social media management tools like Hootsuite or Buffer.
* Ability to work independently and manage multiple projects simultaneously.

Preferred Skills:
* Experience with graphic designtools like Canva or Adobe Spark.
* Knowledge of social media advertising and analytics.
* Ability to adapt writing style to different brand voices and audiences.
* Strong project management skills and attention to detail.
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Product Description Writers

Product description writers are tasked with creating clear, persuasive, and engaging
descriptions that highlight the features and benefits of products. Their work helps drive sales
by providing potential customers with the information they need to make informed purchasing
decisions.

Writer Profile

» Content Types: Product descriptions, * Experience Level: Entry to

specifications, and feature lists. mid-level, with experience
in product listings and
» Writing Style: e-commerce content.
- Informative: Provides necessary details
andinformation. * Sourcing Difficulty: Medium, as itrequires
- Persuasive: Encourages purchase decisions. finding writers who can balance detail with
- Clear: Easy to understand and straight- persuasiveness.
forward.
* Salary:
* Typical Audience: Consumers and potential - $30,000 - $60,000 peryear
buyers. - $0.05-$0.25 perword

Recruitment Tip: Review their portfolio forexamples of effective and
compelling product descriptions. Consider a test assignment where they
suggest benefits for a list of product features and look for originality and specificity.

Required Preferred
* Detail-oriented * Experience withe-commerce
* Persuasive writing platforms
¢ Clarity * Understanding of e-commerce SEO

Strengths * Ability to describe features and benefits effectively
» Understanding of product marketing

* Knowledge of SEO for product descriptions

* Ability to write for various product categories

* Strong written communication skills » Continuous learning mindset
* Collaboration with product and marketing teams
Soft Skills * Attention to detail foraccuracy

» Adaptability to different product types

* Ability to work under tight deadlines

* Microsoft Office Suite (Word, Excel, PowerPoint) * Experience with productinformation
Tools/Tech * Familiarity with content management systems (CMS) management systems (PIM)
* Basic knowledge of graphic design tools * Proficiency with analytics tools (e.g.,

Google Analytics)
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Customized Job Description for Product Description Writers

Copy and paste this description into your job post and adjust to suit your needs.

Job Overview:

As a Product Description Writer at [Your Company Name], you'llbe responsible for crafting clear,
persuasive, and engaging product descriptions that highlight the features and benefits of our
products. Thisroleis crucial in driving sales by providing potential customers with the information
they need to make informed purchasing decisions.

Key Responsibilities:

* Write detailed and compelling product descriptions that highlight key features
and benefits.

* Collaborate with product managers and marketing teams to gatherinformation and
understand product specifications.

* Ensure all product descriptions are optimized for search engine rankings.

* Edit and proofread content to ensure accuracy, clarity, and engagement.

 Stay updated onindustry trends and incorporate best practices into product descriptions.

* Manage multiple projects simultaneously and meet tight deadlines.

Required Qualifications:

* Proven experience as a Product Description Writer or similarrole.

* Excellent writing, editing, and proofreading skills.

* Strong understanding of product marketing and the ability to highlight product
benefits effectively.

» Familiarity with SEO best practices and the ability to boost content for search engines.

* Ability to work independently and manage multiple projects simultaneously.

* Attention to detail and strong organizational skills.

Preferred Skills:
* Experience with e-commerce platforms and content management systems (CMS).
» Knowledge of graphic design principles and ability to collaborate with designers.
* Strongresearch skills to gather accurate productinformation.
* Ability to create multimedia content to complement written descriptions.
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Email Marketing Writers

Email marketing writers craft compelling and persuasive email content designed to drive
engagement, conversions, and customer loyalty. They’re adept at creating targeted messaging
that resonates with specific audience segments and aligns with overall marketing strategies.

Writer Profile

» Content Types: Email newsletters, promotional * Experience Level: Entry to
emails, and automated email sequences. mid-level, with experience
in email marketing
» Writing Style: campaigns and tools.
- Engaging: Captures thereader's interest
quickly. * Sourcing Difficulty: Medium, requiring a
» Clear: Conveys messages succinctly and balance of marketing knowledge and writing
effectively. skills.
- Action-oriented: Encouragesreaders to
take specific actions. « Salary:
- $45,000 - $80,000 peryear
* Typical Audience: Subscribers and potential » $0.10-$0.75 perword
customers.

Recruitment Tip: Seek writers with a strong portfolio of high-performing
email campaigns. Ask them to describe the strategy behind their most
successful campaigns, including segmentation and personalization tactics.

Required Preferred
* Persuasive writing * Experience with email marketing
» Targeted messaging platforms (e.g., Mailchimp, Constant
» Concise communication Contact)
Strengths * Ability to drive conversions * Ability to write for various email
» Understanding of email marketing best practices formats
* Knowledge of segmentation and personalization
* Strong written communication skills * Project management skills
* Collaboration with marketing teams
Soft Skills * Attentionto detail for accuracy
* Ability to work under tight deadlines
» Adaptability to different campaign goals
* Familiarity with email marketing tools * Proficiency with analytics tools (e.g.,
* Basic knowledge of HTML/CSS Google Analytics)
Tools/Tech » Experience with content management systems » Understanding of A/B testing
(CMS) * Experience with marketing automation
tools(e.g., HubSpot, Marketo)
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Customized Job Description for Email Marketing Writers

Copy and paste this description into your job post and adjust to suit your needs.

Job Overview:

As an Email Marketing Writer at [Your Company Name], you'll be responsible for creating
persuasive and engaging email content that drives customer engagement and conversions. This
roleis vital in executing our email marketing campaigns and enhancing customer loyalty.

Key Responsibilities:

* Write compelling email newsletters, promotional emails, and automated email sequences.

* Develop content that’s on-brand and aligns with our email marketing strategy.

* Collaborate with the marketing team to create and execute email campaigns.

* Conduct A/B testing to optimize email content for betterengagement and
conversionrates.

* Analyze email performance metrics and refine content based on datainsights.

» Stay updated onindustry trends and incorporate best practices into email content.

Required Qualifications:
* Proven experience as an Email Marketing Writer or similarrole.
* Excellent writing, editing, and proofreading skills.
» Strong understanding of email marketing principles and best practices.
* Ability to create engaging content that resonates with different audience segments.
* Familiarity with email marketing platforms like Mailchimp or Constant Contact.
* Ability to work independently and manage multiple projects simultaneously.

Preferred Skills:
* Experience withHTML and CSS foremail formatting.
* Knowledge of segmentation and personalization strategies.
« Strong analytical skills and ability to interpret email performance data.
* Familiarity with marketing automation tools and CRM systems.
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White Paper and Case Study Writers

White paper and case study writers are skilled in creating detailed, research-driven documents

that provide valuable insights and demonstrate the effectiveness of products or services.
Theirworkincludes white papers, case studies, and researchreports, aimed at informing and
persuading an audience.

Writer Profile

» Content Types: White papers, case studies,
and researchreports.

» Writing Style:
- Authoritative: Demonstrates expertise
and credibility.
- Analytical: Presents data andinsightsina
clear, logical manner.

- Formal: Maintains a professional and

polished tone.

* Typical Audience: Industry professionals,

* Experience Level: Mid- to
senior-level, with extensive
experienceinresearch and
technical writing.

* Sourcing Difficulty: High, due to the need
for specialized knowledge and strong
analytical skills.

* Salary:

- $60,000 - $120,000 peryear

stakeholders, and decision-makers.

- $0.50 - $1.50 perword

Recruitment Tip: Look for writers with published case studies or white
papers in reputable industry publications. Ask them to outline theirresearch
and writing process to ensure thoroughness and accuracy.

Required Preferred
* Research skills  Experience writing forindustry publications
* Analytical thinking » Understanding of data visualization
* Persuasive writing
Strengths * Ability to present complexideas clearly
* Experience with technical writing
* Ability to conduct interviews and gather
testimonials
 Strong written communication skills * Project management skills
: * Collaboration with subject matter experts » Continuous learning mindset
Soft Skills . o P 9
* Attention to detail foraccuracy
» Adaptability to different industries
* Microsoft Office Suite (Word, Excel, * Proficiency with citation management tools
PowerPoint) » Understanding of industry-specific
Tools/Tech o 2 o=k
 Familiarity with research databases and tools software
* Basic knowledge of data visualization tools * Experience with multimedia content creation
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Customized Job Description for White Paper and Case Study Writers

Copy and paste this description into your job post and adjust to suit your needs.

Job Overview:

As a White Paper and Case Study Writer at [Your Company Name], you'll be responsible for
creating detailed and persuasive white papers, case studies, andresearchreports. Thisroleis
essentialin providing valuable insights and demonstrating the effectiveness of our products or
services to inform and persuade our audience.

Key Responsibilities:

* Write comprehensive white papers and case studies that provide in-depth analysis
and insights.

* Conduct thoroughresearch to gatherdata, statistics, and relevant information.

* Collaborate with product managers, clients, and subject matter experts to gather
information and case study testimonials.

* Ensure all contentis clear, concise, and well-structured.

* Edit and proofread content to ensure accuracy, clarity, and engagement.

» Stay updated onindustry trends and incorporate relevant data into the content.

Required Qualifications:
* Proven experience as a White Paper and Case Study Writer or similarrole.
* Excellent writing, editing, and proofreading skills.
» Strongresearch and analytical skills.
* Ability to present complexinformationin a clear and compelling manner.
* Familiarity with data visualization tools and techniques.
* Ability to work independently and manage multiple projects simultaneously.

Preferred Skills:
* Experience with content management systems (CMS) and research databases.
* Knowledge of citation management tools and best practices.
* Strong project management skills and attention to detail.
* Ability to create multimedia content to complement written materials.
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E-Book Writers

E-book writers specialize in creating long-form, in-depth content that provides comprehensive
information on a specific topic. Their work includes e-books, long-form guides, and
comprehensive tutorials designed to engage readers and provide valuable insights.

Writer Profile

» Content Types: E-books, long-form guides, * Experience Level: Mid-

and comprehensive tutorials. to senior-level, with
experience inlong-form
* Writing Style: contentandin-depth
- Informative: Provides thorough and topics.
detailedinformation.
- Engaging: Keepsreadersinterested over * Sourcing Difficulty: Medium, requiring
extended content. writers who can maintain quality overlong-
- Structured: Clearly organized and easy formcontent.
to follow.
* Salary:
* Typical Audience: General public, industry - $40,000-$80,000 peryear
professionals, and targeted niche audiences. - $0.10-$0.50 perword

Recruitment Tip: Look for writers with a portfolio of published e-books
or comprehensive guides. Assess their ability to uphold excellence and
engagement overlong-form content through sample chapters or outlines.

Required Preferred
* Depth of knowledge * Experience with various e-book
* Structured writing formats
* Engagement
Strengths * Ability to maintain readerinterest

* Experience with long-form content
* Knowledge of SEO forlong-form content
* Ability to write for different genres

* Strong written communication skills * Project management skills
. * Collaboration with editors and designers » Continuous learning mindset
Soft Skills * Attentionto detail foraccuracy
» Adaptability to different topics
* Microsoft Office Suite (Word, Excel, PowerPoint) * Experience with content management
* Familiarity with e-book publishing platforms systems (CMS)
Tools/Tech (e.g.,AmazonKindle Direct Publishing) » Understanding of e-book formatting
* Basic knowledge of graphic design tools * Proficiency with analytics tools (e.g.,

Google Analytics)
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Customized Job Description for E-Book Writers

Copy and paste this description into your job post and adjust to suit your needs.

Job Overview:

As an E-Book Writer at [Your Company Name], you’ll be responsible for creating detailed,
engaging, and informative e-books that provide comprehensive coverage of specific topics.
Thisroleis essential in delivering long-form content that educates and engages our audience.

Key Responsibilities:

* Write in-depth e-books and long-form guides on various topics relevant to our audience.

* Conduct thoroughresearch to ensure accuracy and depth of content.

* Collaborate with subject matter experts and marketing teams to gatherinformation
and insights.

* Ensure all content is well-structured, clear, and engaging.

* Edit and proofread content to ensure outstanding and error-free e-books.

» Stay updated onindustry trends and incorporate relevant topics into the content.

Required Qualifications:
* Proven experience as an E-Book Writer or similar role.
* Excellent writing, editing, and proofreading skills.
 Strong research skills and ability to present complexinformation clearly.
» Experience with long-form content creation and structuring.
* Familiarity with SEO best practices and keyword integration.
* Ability to work independently and manage multiple projects simultaneously.

Preferred Skills:
* Experience with e-book publishing platforms like Amazon Kindle Direct Publishing.
* Knowledge of content management systems (CMS).
* Strong project management skills and attention to detail.
* Ability to create multimedia content to complement written materials.
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Press Release Writers

Pressrelease writers craft concise and impactful press releases that convey important news and
announcements to the media and the public. Their work includes creating media statements and
news articles that are clear, engaging, and aligned with the company's communication goals.

Writer Profile

* Experience Level: Mid-
level, with experience in
media communications,
public relations, and
corporate messaging.

» Content Types: Corporate press releases,
media statements, and news articles.

» Writing Style:
» Journalistic: Professional and polished
tone with a factual approach.
- Concise: Delivers key messages quickly
and effectively.
- Engaging: Captures thereader's interest
immediately.

* Sourcing Difficulty: Medium, requiring
knowledge of media industry standards and
marketing principles.

* Salary:
- $40,000-$80,000 peryear

* Typical Audience: Journalists, media outlets,
- $0.50 - $1.50 perword

and the general public.

Recruitment Tip: Seek writers with experience in crafting press releases that have

successfully garnered media attention and clearly communicated corporate messages.
Request that they draft a press release for a hypothetical scenario to assess their ability to create
newsworthy content and demonstrate subtle marketing skKills.

Required Preferred

* Newsworthy writing * Experience with corporate communications
* Marketing savvy

* Clarity

Strengths * Ability to write engaging press releases
» Understanding of mediarelations

* Knowledge of PRbest practices

* Ability to write for various industries

* Strong written communication skills * Project management skills
* Collaboration with PRand marketing teams
Soft Skills * Attentionto detail foraccuracy

» Adaptability to different brand voices

* Ability to work under tight deadlines

* Microsoft Office Suite (Word, Excel, PowerPoint) * Proficiency with analytics tools (e.g.,

Tools/ * Familiarity with press release distribution Google Analytics)
Tech services(e.g.,PR Newswire) * Understanding of media relations software
* Basic knowledge of media monitoring tools * Experience with multimedia content creation
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Customized Job Description for Press Release Writers

Copy and paste this description into your job post and adjust to suit your needs.

Job Overview:

As a Press Release Writer at [Your Company Name], you'll be responsible for crafting concise and
impactful press releases that communicate important news and announcements to the media
and the public. Thisrole is essential in ensuring our messages are clear, engaging, and aligned with
our communication goals.

Key Responsibilities:
* Write clear and engaging press releases that effectively communicate news
and announcements.
* Collaborate with PR and marketing teams to gatherinformation and understand
communication objectives.
* Ensure all pressreleases are accurate, timely, and aligned with the company's messaging.
* Edit and proofread content to ensure clarity, accuracy, and engagement.
» Stay updated onindustry trends and best practices in press release writing.
* Distribute pressreleases torelevant media outlets and manage media contacts.

Required Qualifications:
* Proven experience as a Press Release Writer or similarrole.
* Excellent writing, editing, and proofreading skills.
» Strong understanding of media relations and communication principles.
* Ability to create engaging content that captures media and public interest.
 Familiarity with press release distribution services and media contact management.
* Ability to work independently and manage multiple projects simultaneously.

Preferred Skills:
* Experience with content management systems (CMS) and media monitoring tools.
* Knowledge of SEO best practices for press releases.
* Strong project management skills and attention to detail.
* Ability to create multimedia contentto complement pressreleases.
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Technology Writers

Technology writers are specialized writers who have a deep understanding of technology topics
and trends. They create clear and engaging content about complex technological subjects,
making them accessible to a wider audience.

Writer Profile

» Content Types: Tech blogs, product
reviews, white papers, and industry analysis.

* Experience Level: Mid-
level, with experience in
tech writing and familiarity

* Writing Style: with industry standards.

- Informative: Provides thorough and
detailedinformation.

- Clear: Breaks down complex topicsinto
understandable content.

- Engaging: Keeps readers interestedin
technical subjects.

* Sourcing Difficulty: High, due to the
need for specialized knowledge and
strong writing skills.

* Salary:

- $50,000 - $100,000 peryear
« Typical Audience: Tech enthusiasts, - $0.20 - $1.00 perword
industry professionals, and general readers

interestedin technology.

Recruitment Tip: Look for writers with published technology articles
to ensure alignment with your niche and confirm their ability to convey
complicated information in a clear and concise manner.

Required Preferred
* Technical knowledge * Experience with various tech platforms
* Clarity in explaining complex concepts * Knowledge of industry-specific
* Analytical skills standards
Strengths * Ability to write detailed and accurate content
» Understanding of technology trends
* Ability to write for different tech audiences
* Strong written communication skills * Project management skills
Soft Skills + Collaboration with technical teams + Adaptability to new technologies
* Attentionto detail foraccuracy » Continuous learning mindset
* Familiarity with technical writing tools (e.g., * Proficiency with analytics tools
Madcap Flare, Adobe FrameMaker) » Understanding of version control
Tools/Tech » Experience with content management systems systems (e.g., Git)
(CMS) * Experience with APl documentation
* Basic knowledge of programming languages tools
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Customized Job Description for Technology Writers

Copy and paste this description into your job post and adjust to suit your needs.

Job Overview:

As a Technology Writer at [Your Company Name], you'llbe responsible for creating clear,
engaging, and informative content about complex technology topics. Thisrole is essential in
ensuring our technology-related contentis accessible and engaging to our audience.

Key Responsibilities:

* Write in-depth articles, product reviews, white papers, and industry analysis on various
technology topics.

* Conduct thoroughresearch to ensure accuracy and depth of content.

* Collaborate with subject matter experts and technical teams to gatherinformation
and insights.

* Ensure all content is well-structured, clear, and engaging.

* Edit and proofread content to ensure outstanding and error-free publications.

» Stay updated onindustry trends and incorporate relevant topics into the content.

Required Qualifications:
* Proven experience as a Technology Writer or similar role.
* Excellent writing, editing, and proofreading skills.
» Strong understanding of technology topics and trends.
* Ability to present complexinformation clearly and engagingly.
 Familiarity with SEO best practices and keyword integration.
* Ability to work independently and manage multiple projects simultaneously.

Preferred Skills:
* Experience with content management systems (CMS).
* Knowledge of data visualization tools and techniques.
« Strong project management skills and attention to detail.
* Ability to create multimedia content to complement written materials.
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Scriptwriters

Scriptwriters specialize in creating scripts for various media formats, including videos, podcasts,
and short-form content. They’re skilled at crafting engaging and visually compelling narratives
that captivate audiences across different platforms.

Writer Profile

» Content Types: Scripts for podcasts,
YouTube videos, TikTok videos, and other
short-form content.

* Experience Level:
Entry to mid-level, with
experienceinvideo and
audio production and

» Writing Style: scriptwriting.

- Engaging: Captivates and maintains
viewer and listener interest.

» Clear: Simple and easy to follow.

- Adaptable: Tailors style to fit different
platforms and formats.

* Sourcing Difficulty: Medium, requiring
ablend of creative writing and an
understanding of multimedia.

« Salary:

* Typical Audience: General public, - $40,000 - $100,000 peryear

targeted demographics, online viewers,

and podcast listeners.

- $0.20 - $1.00 perword

Recruitment Tip: Look forwriters with a portfolio of produced scripts for videos
or podcasts that demonstrate strong storytelling skills. Ask them to create a short
script based on a brief to evaluate their adaptability to different formats.

Required Preferred
* Visual storytelling * Experience with video and audio
» Concise writing production
* Audience engagement * Ability to write for various platforms
Strengths " Ngagems , 4 P
* Ability to write engaging scripts
» Understanding of different media formats
» Knowledge of scriptwriting best practices
* Strong written communication skills * Project management skills
Soft Skills * Collaboration with production teams » Adaptability to different formats
* Attentionto detail foraccuracy » Continuous learning mindset
* Microsoft Office Suite (Word, Excel, * Proficiency with analytics tools (e.g.,
PowerPoint) YouTube Analytics)
Tools/Tech  Familiarity with scriptwriting software (e.g., Final » Understanding of multimedia
Draft, Celtx) production software
* Basic knowledge of video and audio editing tools  Experience with podcast production

stellarcontent.com e sales@stellarcontent.com e 1(888)983-3103




Customized Job Description for Scriptwriters

Copy and paste this description into your job post and adjust to suit your needs.

Job Overview:

As a Scriptwriter at [Your Company Name], you'llbe responsible for creating engaging and
visually compelling scripts for various media formats, including videos, podcasts, and short-form
content. Thisroleis crucial in ensuring our content captivates and resonates with our audience.

Key Responsibilities:
* Write engaging scripts for videos, podcasts, and other short-form content.
* Collaborate with creative and production teams to develop and refine content ideas.
* Ensure all scripts are visually compelling and aligned with the project’s goals and audience.
* Edit and proofread scripts to ensure clarity, accuracy, and engagement.
» Stay updated onindustry trends and incorporate best practices into scriptwriting.
* Manage multiple projects simultaneously and meet tight deadlines.

Required Qualifications:
* Proven experience as a Scriptwriter or similarrole.
* Excellent writing, editing, and proofreading skills.
» Strong understanding of visual storytelling and narrative techniques.
* Ability to create engaging content that resonates with diverse audiences.
* Familiarity with scriptwriting software like Final Draft or Celtx.
* Ability to work independently and manage multiple projects simultaneously.

Preferred Skills:
* Experience with video and audio production.
» Knowledge of SEO and content optimization for digital media.
* Strong project management skills and attention to detail.
* Ability to create multimedia content to complement written scripts.
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Localization Specialists

Localization specialists ensure content is accurately translated and culturally adapted for various
markets. Their expertise ensures the message resonates with local audiences while maintaining

the originalintent and quality.

Writer Profile

» Content Types: Translation and localization
of websites, marketing materials, user
manuals, and product descriptions.

» Writing Style:
- Adaptable: Adjusts tone and style to fit
cultural preferences.
- Accurate: Maintains the original message
andintent.
- Culturally sensitive: Respectsand
incorporates culturalnuances.

* Typical Audience: Local markets, including

consumers and businessesinthe target region.

* Experience Level: Mid-
to senior-level, requiring
specialized training and
experience.

* Sourcing Difficulty: Medium to High, due to
the need for fluency in multiple languages
and cultural knowledge.

* Salary:
- $50,000 - $90,000 peryear
» $0.15-$0.50 perword

Recruitment Tip: Look for candidates with experience in the target
region's language and culture. Test their ability to adapt content accurately
through a localization project sample.

Required Preferred
* Fluencyinboththe source and targetlanguages * Experience with industry-specific
* Strong understanding of cultural nuances terminology
Strengths * Excellent translation andlocalization skills * Knowledge of localization tools and
* Attentionto detail software
* Ability to handle multiple languages
» Strong written communication skills » Adaptability to different cultural
. * Collaboration with local experts and content contexts
Soft Skills .
creators » Strongresearch skills
» High accuracy and consistency » Continuous learning mindset
* Translation and localization tools (e.g., SDL Trados, * Proficiency with data visualization
MemoQ) tools
Tools/Tech e . . .
» Familiarity with content management systems (CMS) * Experience with multiple
* Basic knowledge of SEO forinternational markets localization platforms
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Customized Job Description for Localization Specialists

Copy and paste this description into your job post and adjust to suit your needs.

Job Overview:

As a Localization Specialist at [Your Company Name], you’ll be responsible for translating and
culturally adapting our content for [target language/region]. This role is essential in ensuring our
message is effectively communicated to a global audience.

Key Responsibilities:

* Translate and localize content to ensure culturalrelevance and accuracy for [target
language/region].

* Collaborate with content creators, marketing teams, and local experts to gather
information and understand localization requirements.

* Ensure all localized content maintains the original message, tone, and quality.

* Edit and proofread translations to ensure clarity, accuracy, and engagement.

» Conductresearch to understand cultural nuances and preferences of target audiences.

» Stay updated onindustry trends and best practicesinlocalization and translation.

Required Qualifications:
* Proven experience as a Localization Specialist, Translator, or similarrole for [target
language/region].
* Excellent writing, editing, and proofreading skills in both the source and [target language].
 Strong understanding of cultural differences and the ability to adapt content accordingly.
* Familiarity with translation and localization tools.
* Ability to work independently and manage multiple projects simultaneously.

Preferred Skills:
* Experience with content management systems (CMS) and localization platforms.
* Knowledge of SEO best practices forinternational markets.
« Strong project management skills and attention to detail.
* Ability to create multimedia content to complement localized written materials.
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Editor

Editors play a crucial role in ensuring the quality and consistency of content. They refine and

polish the work of writers, ensuring it aligns with brand guidelines and meets the highest
standards of editorial excellence. Below s a profile and job description for editors, including key
responsibilities, qualifications, and preferred skills.

Writer Profile

» Content Types: Editing blog posts, articles,
white papers, and marketing copy.

* Editing Style:
- Meticulous: Ensures all content is error-
free and polished.
- Consistent: Maintains uniformity across

different pieces of content.

- Constructive: Provides feedback that
helps writersimprove.

* Salary:

* Experience Level:
Mid- to senior-level,
requiring extensive editing
experience and expertise.

* Sourcing Difficulty: Medium, requiring
strong editing skills and experience.

- $50,000 - $90,000 peryear

- $0.05-$0.30 perword

* Typical Audience: Internal team members,
including writers, marketing teams, and
stakeholders.

Recruitment Tip: Look for candidates with a strong portfolio showcasing
a variety of edited content. Test their ability to refine and enhance a piece of

writing through a brief editing exercise.

Required Preferred
* Strong attention to detail + Experience with industry-specific content
* Excellent grammar and writing skills * Proficiency in multiple style guides (e.g.,
Strengths * Ability to provide constructive feedback AP, Chicago)
*» Familiarity with various content styles and formats * Experience with multimedia content
editing
 Strong written and verbal communication skills » Adaptability to different content types
. * Collaboration with writers and other team and formats
Soft Skills . . .
members » Continuous learning mindset
* Ability to manage multiple projects and deadlines * Leadership and mentoring abilities
* Proficiency with editing tools (e.g., Grammarly, * Experience with project management
Tools/ Hemingway) tools (e.g., Trello, Asana)
Tech * Familiarity with content management systems (CMS) * Knowledge of analytics tools (e.g.,
* Basic knowledge of SEO principles Google Analytics)
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Customized Job Description for Editors

Copy and paste this description into your job post and adjust to suit your needs.

Job Overview:

As an Editor at [Your Company Name], you’ll be responsible for reviewing, refining, and enhancing
content to ensure it meets our high standards of quality and consistency. Thisrole is essentialin
maintaining the integrity of our brand voice and delivering exceptional content to our audience.

Key Responsibilities:

* Review and edit content for grammar, spelling, punctuation, and style consistency.

* Ensure all content aligns with brand guidelines and editorial standards.

* Provide constructive feedback to writers to help them improve their work.

* Collaborate with writers, marketing teams, and other stakeholders to develop
outstanding content.

* Manage multiple editing projects simultaneously, ensuring deadlines are met.

» Stay updated onindustry trends and best practices in editing and content creation.

Required Qualifications:
* Proven experience as an Editor, preferably in a digital marketing or publishing environment.
* Excellent grammar and writing skills.
 Strong attention to detail and the ability to spot errors and inconsistencies.
* Proficiency with editing tools and content management systems (CMS).
* Ability to work independently and manage multiple projects simultaneously.

Preferred Skills:
« Familiarity with multiple style guides (e.g., AP, Chicago).
* Basic knowledge of SEO principles.
* Experience with project management tools.
* Strong leadership and mentoring abilities.
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Work Environment

Awell-defined work environment descriptionis crucial for attracting the right candidates and setting
clear expectations about the company culture. It helps potential employees visualize their daily
working life and determine whether the company aligns with their personal and professional values.

This section provides examples and guidance on creating compelling work environment
descriptions to enhance yourrecruitment efforts.

We beginwith two sample descriptions: the first showcases Stellar's remote work environment,
highlighting specific elements that foster a positive and productive atmosphere, while the second
presents a traditional in-person work setting for a hypothetical company. Additionally, we offer a
step-by-step guide to help you craft your own work environment section.

Work Environment Samples

Work Environment Sample 1: Stellar

Company Name: Stellar

Work Environment Description: At Stellar, we embrace the flexibility and
inclusivity of a fully remote work environment. Althoughheadquarteredin the
vibrant city of Victoria, B.C., ourteam s spread across various locations, allowing
us to draw from a diverse talent pool. We offer flexible work schedules to
accommodate different time zones and promote a healthy work-life balance.

Stellar’sremote setup fosters collaboration through regular virtual meetings, team-building
activities, and a suite of digital tools that keep us connected. We prioritize continuous learning
and development by offering access to online training programs and workshops. Our culture
values diversity, inclusivity, and a strong foundation of mutual respect and support.

Work Environment Sample 2: Hypothetical Company

Company Name: Innovative Solutions

Work Environment Description: At Innovative Solutions, we believe a positive and
supportive work environment is key to our success. Our offices are located in the bustling city
of Chicago, IL, providing a dynamic and inspiring setting for our team. We offer a traditional in-
personwork setting with a structured schedule to foster teamwork and collaboration.

Our modern office space features open-plan areas to encourage interaction, as well as
quietzones for focused work. We prioritize continuous learning and development, offering
access to training programs and workshops. Our team enjoys a range of amenities, including
afully stockedkitchen, recreational areas, and regular team-building activities. At Innovative
Solutions, we value diversity, inclusivity, and a culture of mutual respect and support.
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7 Steps to Creating Your Work Environment Description

1. Describe the Location:
@ * Mention your office location orindicate if your company operates remotely.
* Highlight any unique aspects of the city or neighborhood that make it appealing.

2. Outline Flexibility and Work Schedules:

* Outline your company’s approach to work schedules, such as flexible hours or
remote work options.
* Emphasize how your policies support work-life balance.

[a]a]s]
[a]=]s]
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000

3. Describe the Office Layout and Design:

D BI * Describe your office layout if applicable, emphasizing collaborative spaces and
quiet areas.
* Mention any design elements that enhance productivity and creativity.

4. Discuss Company Culture and Values:

@ * Discuss the core values that shape your company culture, such as diversity,
inclusivity, and respect.
* Highlight any specific cultural initiatives or programs.

5. List Amenities and Perks:

%‘ * Listany office amenities, such as a kitchen, recreational areas, or wellness programs.
* Mention unique perks your company offers, like team-building activities or
employee recognition programs.

6. Detail Learning and Development:

* Detail opportunities for continuous learning and professional development.
* Mention any training programs, workshops, or educational resources available to
employees.

7. Include Employee Testimonials (Optional):

@] * Include quotes or testimonials from current employees about what they enjoy
about the work environment.
* This adds a personal touch and provides real-life perspectives.
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Benefits and Compensation

Offering a comprehensive benefits and compensation package is crucial for attracting and
retaining top talent. A well-crafted section not only highlights the tangible perks of working at
your company but also reflects your commitment to employee well-being and satisfaction.

Below are two samples that illustrate different ways to present benefits and compensation,
followed by tips to help you create your own section.

Benefits and Compensation Samples

Benefits Sample 1: Narrative Format

Company Name: FutureTech Innovations

At FutureTech Innovations, we believe in taking care of our team just as
they take care of our business. Our benefits package is designed to
meet the diverse needs of our employees, ensuring they feel valued
and motivated.

We offer competitive salaries ranging from $70,000 to $100,000, along with
performance-based bonuses that recognize hard work and dedication. Health and
wellness are priorities for us, so we provide comprehensive health insurance plans,
including medical, dental, and vision coverage.

Our generous paid time off policy allows you torecharge and spend time with your
loved ones. To support yourlong-term financial goals, we offer a 401(k) retirement
plan with company matching contributions. We are committed to your professional
growth through continuous learning programs, including tuition reimbursement and
accesstoindustry conferences.

FutureTech Innovations also fosters an accommodating work environment
with options for remote work and flexible hours, ensuring you can balance your
professional and personal life.

Benefits Sample 2: Bullet-Point Format

Company Name: TechWave Solutions
« Competitive Salaries: We offerindustry-leading salaries ranging from
$60,000 to $90,000 to attract and retain the best talent.
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* Performance Bonuses: Regular performance-based bonuses to reward your hard
work and dedication.

* Health Insurance: Comprehensive medical, dental, and visioninsurance plans.

* Paid Time Off: Generous PTO policy to help yourecharge and spend quality time
with loved ones.

* Retirement Plan: 401(k) retirement plan with company matching contributions.

* Professional Development: Tuition reimbursement and access to industry
conferences and training programs.

* Flexible Work Arrangements: Options for remote work and flexible hours to
support work-life balance.

* Wellness Programs: Wellness initiatives, including fitness memberships and
mental healthresources.

* Company Culture: Regular social events, team-building activities, and
opportunities for community involvement.

8 Tips for Crafting Your Benefits and Compensation Section

1. Be Comprehensive:

» Cover awiderange of benefits, including health, financial, and personal well-being aspects.
» Address different categories such as healthinsurance, retirement plans, paid time off, and
professional development.

2. Use Clear and Concise Language:

* Clearly describe each benefit to avoid any ambiguity.
* Use straightforward language to ensure allemployees understand what’s being offered.

3. Highlight Unique Perks:

* Emphasize any unique or standout benefits that set your company apart from others.
* Mention perks like flexible work arrangements, wellness programs, or community involvement
opportunities.

4. Include Specifics:

* Provide specific details about the benefits, such as the percentage of company match for 401(k)
plans or the number of PTO days offered.
* Specifics help potential employees gauge the value of the benefits.

5. Be Transparent About Compensation:

* Include salary ranges to provide transparency and set clear expectations.
* Mention any performance-based bonuses orincentives.
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6. Showcase Professional Development Opportunities:

* Highlight opportunities for continuous learning and professional growth.
* Mention programs like tuition reimbursement, access to industry conferences, and training
resources.

7. Emphasize Work-Life Balance:

* Mention flexible work arrangements, remote work options, or flexible hours.
* Highlight any policies or programs that support work-life balance.

8. Make It Visually Appealing:

» Consider using bullet points, icons, orinfographics to make the benefits section easy to read.
* Visual elements can help highlight key benefits quickly and effectively.
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ApplicationInstructions

Clear and concise applicationinstructions are crucial for streamlining the hiring process and
ensuring candidates know exactly how to apply. Evenif you're using platforms like Indeed or
LinkedIn, it’'simportant to guide candidates through any additional steps they may need to take.

ApplicationInstructions Sample

Company Name: FutureTech Innovations

To apply forthe [Job Title] position at FutureTech Innovations, please
follow these five steps:

1. Prepare Your Documents: Ensure you have anupdated resume and
a cover letter that outlines yourrelevant experience and why you’re interested in
joining FutureTech Innovations.

2. Submit Your Application: Visit our careers page at [FutureTech Careers Page
URL] or apply directly through ourjob posting on Indeed/LinkedIn. Upload your
resume and cover letterin the designated fields.

3. Include Additional Information: Include any additional documents that
showcase your skills and qualifications, such as portfolios or work samples.

4. Complete the Assessment: If required, you'llreceive an email with alink to an
online assessment after submitting your application. Complete the assessment
within the specified timeframe to proceed to the next stage.

5. Participate in the Interview Process: If selected, you’'llbe contacted by our HR
teamto schedule aninitialinterview. Prepare to discuss your experience and how it

aligns with our company’s values and goals.

We look forward to reviewing your application and potentially welcoming you to the
FutureTech Innovations team.
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6 Tips for Crafting Your Application Instructions

1. Be Clear and Concise:

* Use straightforward language to explain each step of the application process.
* Avoid jargon and complexinstructions.

2. Include All Necessary Steps:

* Detail every step a candidate needs to take, from submitting theirresume to completing any
assessments orinterviews.
* Ensure no steps are missed to avoid confusion.

3. Provide Links and Contact Information:

* Include links to the application form, careers page, orjob posting on job boards like Indeed and
LinkedIn.
* Provide contact information for candidates who may have questions or need assistance.

4. Specify Document Requirements:

* Clearly state which documents are required (e.g., resume, cover letter, portfolio).
* Mention any specific formats or file types preferred.

5. Mention Deadlines:

» Specify any deadlines for application submission orassessment completion.
* Ensure candidates are aware of time-sensitive stepsinthe process.

6. Outline the Next Steps:

* Briefly describe what candidates can expect after submitting their application, such as
assessments orinterview stages.
* This helps manage expectations and prepares candidates for the process ahead.
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The Writer Evaluation Tool

Add some objectivity to an otherwise subjective
evaluation process.
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The Challenges of Evaluating Writers

The quality of your content directly impacts your marketing efforts, brand reputation, and
audience engagement. But evaluating writers is no walk in the park. Here’s why:

* Subjectivity of Writing Quality: Writing is subjective. What one person thinks is great, another
might not.

* Nuanced Evaluation Criteria: Beyond grammar and mechanics, there are more subtle elements
such asvoice, tone, engagement, and how well the content resonates with your audience. These
are easy to miss but crucial for creating outstanding content.

* Lack of Specialized Experience: Not every business has someone with the specialized skills to
assess writing effectively. This can make it tough to spot truly exceptional writers among those
who just meet the basics.

The Writer Evaluation Tool

To tackle these challenges, we’ve created the Writer Evaluation Tool. It’'s designed to help hiring
managers objectively assess freelance orin-house writer candidates. This tool offers a structured
way to thoroughly and fairly evaluate a writer’s skills across critical content writing aspects.

The Writer Evaluation Tool covers 10 key categories:

%5

Audience Value and Engagement Originality and
Alignment Helpfulness Creativity

H ® @

Grammar and Transitions Structure Research Quality Callto Action
Punctuation and Flow

Each category digsinto important facets of writing quality and effectiveness, helping evaluators
spot factors that might not be immediately obvious, especially forthose less experienced in
assessing writers.
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Features

To ensure acomprehensive evaluation process, the Writer Evaluation Toolincorporates several
key features. Below is an overview of these features, each designed to enhance the accuracy and
fairness of your assessments.

Feature Description

Comprehensive The tool evaluates writers based on 30 specific questions,
Evaluation Criteria providing a detailed assessment of their skills and capabilities.
) ) Eachcriterionis rated onascale of 1to 5, with point values
Welggted Scoring weighted based on the importance of each question, ensuring
ystem

critical aspectsreceive proper focus.

Automated Calculations The tool automatically calculates scores as you rate each question.

Optional Notes You canadd comments if desired, but it's not mandatory.

If certain questionsreceive a poor or fairrating, a warning
appears, highlighting critical weaknesses that could outweigh
a high overall score.

Warnings for Poor
Ratings

After completing all ratings, the tool provides a final score with
adescription, helping you decide whether the writeris a good
fit orif you should move on.

Score-Based
Descriptions

How to Use the Writer Evaluation Tool

Using the Writer Evaluation Tool is straightforward. Follow these eight steps to evaluate writer
candidates effectively:

Prepare for Evaluation:

* Begin by reading the writer's
submission completely without
stopping to rate. This helps

Access the Tool:

* Openthe Writer Evaluation Tool in
Google Sheets. This link will take
you to a view-only version. To use

you get an overallimpression
of the content.

it, you’ll need to make a copy.

* To make a copy, click onFile >
Make a copy and save it to your
Google Drive.
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Rate Each Criterion:

» Foreach of the 30 questions
across the 10 categories, select a
rating from1to 5:
1=Poor 4 =Very Good
2 = Fair 5 = Excellent
3 =Acceptable

» Referback to the content as
needed to determine yourratings
foreach question.

Automatic Calculations:

* Asyouinputratings, the tool will
automatically calculate the scores
based on the weighted values
assignedto each question.

Complete the Evaluation:

* Afterrating all 30 questions and
reaching 100% completion, the tool
will display the final score along with
adescriptionbased onthe score
range. This description will help you
interpret the results and decide
whether to proceed with the writer.

Add Optional Notes:

* If desired, add any specific
comments orobservationsin the
notes field provided. This canbe
helpful for detailed feedback
or context, especially if you're
keeping a completed scorecard
foreach candidate.

Check for Warnings:

* Pay attention to the warning
section. If certain questions are
rated as poororfair(lor2),a
warning will populate, indicating
critical issues with the candidate’s
writing that must be considered,
regardless of their final score.

Continue to the Next Evaluation:
* Toreuse the same sheet, simply
highlight the dropdown fields and

press the delete key to start again.

* To save and compare multiple
evaluationresults, enter the
candidate's namein the file name,
then create a new copy for the
next candidate by selecting 'Make
a Copy'under the File menu.

Note: Keep in mind that no tool is perfect. Consider other factors such as the writer’s availability,
reliability, and cost before making a final decision. Remember that one or two submissions are a
small sample size, and they may not always be indicative of the writer's true skill level.
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Conducting Writer Interviews

Interviewing writers is a key step in hiring, ensuring candidates have the skills needed and fit well
with your team. Reviewing writing samples gives you anidea of their abilities, butinterviews let you
explore their experience, reliability, and cultural fitin more depth.

Why Interviewing Writers Is Important

* Look Beyond the Samples: Writing samples show skills but don’t reveal how well candidates handle
deadlines, work under pressure, or adapt to feedback. Interviews give you a complete picture.

* Assess Soft Skills: Interviews help you evaluate communication skills, professionalism, and
ability to collaborate.

* Determine Cultural Fit: Understandingif a candidate aligns with your company’s values and work
culture can significantly impact team dynamics and productivity.

When to Conduct Interviews

Conductinterviews after evaluating resumes and writing samples. This ensures you interview only
those who've shown they can write well.

* Evaluate Resumes: Shortlist candidates based on their qualifications and experience.

* Review Writing Samples: Further narrow down candidates by evaluating their work quality.

* ConductInterviews: Use interviews to explore the candidate’s background, work habits, and
suitability for your needs.

By following this approach, you can hire writers who excel in their craft and contribute positively to
your team's dynamic and goals.

Interview Checklist

Pre-Interview Preparation Steps:

[0 Review Resumes and Writing Samples: Thoroughly reread the candidate’s resume and writing
samples to understand their background and skills.

[ Prepare Questions: Create alist of questions tailored to the candidate’s experience and the
specific writing role they’re applying for. We have sample questions you can use in this guide.

[ SetUp Interview Logistics: Confirm the interview time, date, and location (or virtual meeting
link). Ensure all necessary technology is working properly.

[ Brief Team Members: If multiple interviewers are involved, ensure everyone is briefed on their
roles and the candidate’s background.

Interview Steps:

L] Introduction: Greet the candidate warmly, introduce yourself and otherinterviewers, and
provide a brief overview of the interview process.

[ lce-Breaker Questions: Start with light, conversational questions to help the candidate
feel at ease.
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[ Core Questioning: Ask the prepared questions, covering topics such as reliability, experience,
writing process, industry knowledge, and cultural fit.

[] Role Transparency: Lay out the expectations — the good, the bad, and the ugly.

[0 Candidate Questions: Allow time for the candidate to ask questions about the role, team, and
company.

[0 Closing: Summarize the next steps in the hiring process and thank the candidate for their time.

Post-Interview Steps:

[0 Complete Evaluation Forms: Immediately after the interview, fill out the evaluation form with
ratings and comments on the candidate’s performance.

[J Debrief With Hiring Team: Discuss the candidate’s interview with other team members to
gather different perspectives.

[1 Decide on Next Steps: Determine whether the candidate should move forward in the hiring
process or not. Communicate this decision to all relevant parties.

Interview Evaluation Form

The Interview Evaluation Form Template provides a structured and consistent approach to
assessing writer candidates during the interview process. This template helps interviewers
capture detailed feedback on key evaluation criteria, such as reliability, experience, writing
process, and cultural fit.

Thelink above leads to a view-only version of the template. Simply open the link, click File, and
selectMake a Copy to create your own editable version.

Instructions for Using the Template

* Rating Scale: Use ascale from1to 5, where Tis poorand 5 is excellent.

* Comments Section: Provide specific examples or observations to support the rating given.

* Overall Evaluation: Summarize the candidate’s strengths and areas forimprovement.

* Recommendation: Indicate whether the candidate should proceed to the next round of inter-
views and provide an overall rating.

Red Flags When Reviewing a Writing Sample

When assessing a writing sample, it's essential to watch for specific red flags that can highlight
underlyingissuesin content production andits potential effectiveness. Key concernsinclude
consistency in quality and voice, the depth of audience engagement, and strict adherence to set
guidelines, all of which significantly influence the content'simpact and reliability.

Red Flag Description
Inconsistent Writing If the quality varies significantly across different samples, it
Quality couldindicate difficulty in maintaining standards.
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Overuse of Jargon
Without Clarity

Using complex terms without clear explanations may show a
lack of understanding of the audience.

Lack of Originality

Writing that seems derivative orlacks a unique voice may
struggle to engage readers.

Poor Understanding of
SEO

Incorrect orunnatural keyword usage and lack of basic SEO
principles can be problematic for SEO-focused content.

Failure to Follow Briefs

If the sample doesn’t align with provided guidelines or briefs,
it suggestsissues with attention to detail.

Weak Structure and Disorganized content with poor transitions canindicate alack
Flow of planning and coherence.
Grammar and Frequent mistakes suggest alack of proofreading and

Punctuation Errors

attention to detail.

Superficial Research

Inadequate orincorrect informationreveals poorresearch
skills.

Misalignment With
Brand Voice

Difficulty in adapting to different brand voices can mean they
may struggle to meet your specific needs.

Inconsistent Tone and
Voice

Variationsin tone and voice across samples may suggest a
lack of versatility.

Minimal Engagement
With Subject Matter

Writing that lacks depth and insightindicates a lack of
expertise orinterestin the topic.

Lack of Audience
Awareness

If the content doesn’t seem tailored to the intended
audience, it suggests adisconnect with the readers’ needs
and preferences.

Overly Generic Content

Writing that reads like filler and lacks specific details can
indicate alack of subject matter expertise.
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Red Flags During the Interview

When evaluating potential writers or editors, look for red flags that may signal issues with
collaboration, skills, or fit. The table below highlights key indicators to help identify these concerns

early in the hiring process.

Red Flag Description

Negative Attitude Toward
Past Clients/Editors

Consistently speaking poorly of previous collaborators can
indicate potential conflict in team dynamics.

Avoidance of
Constructive Feedback

Defensive reactions to feedback questions or alack of examples of
implemented feedback suggests difficulty inaccepting critiques.

Inability to Provide
Specific Examples

Vague orgeneric responses about past work and achievements
cansuggestembellishment orlack of real experience.

Failure to Explain Their
Writing Process

Struggling to articulate theirapproach to writing may suggest
alackof astructured orreliable process.

Minimal Engagement
With Industry Trends

Alack of awareness orinterestin current industry trends and
developments canindicate they’re not committed to staying
relevant and informed.

Unfamiliarity With Content
Management Systems

Limited experience withcommon CMS platforms such as WordPress
canhinder their ability to work efficiently in your existing workflows.

Difficulty Adapting to
Brand Voice

Inability to describe how they adapt their writing to fit different
brand voices suggests they may struggle to meet specific
stylistic needs.

Lack of Research Skills

Inability to explain theirresearch process or provide examples of
well-researched content may indicate superficial knowledge.

Failure to Meet
Deadlines

If they have a history of missing deadlines or can’t articulate
how they manage their time, it could lead to reliability issues.

Overemphasis on Style
Over Substance

Focusing more on writing style than delivering valuable,
accurate information can be problematic, especially for
technical or educational content.

Lack of Audience
Awareness

Inability to describe how they tailor content to different
audiences suggests they might not be effective inengaging
your target demographic.

General
Communication Skills

Poor articulation of thoughts and ideas during the interview
canreflect overall communication abilities.
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Sample Interview Questions
—

When interviewing writers, ask questions that explore their
reliability, skills, and cultural fit. This section offers sample
questions to assess a candidate's abilities, including

their technical proficiency, creativity, adaptability,

and alignment with your company's values. Use these
questions to find a writer who meets your needs and fits
seamlessly into your team.

Reliability and Work Ethic

Writing Process and Style

Cultural Fit and Team
Collaboration

Creativity and Originality
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Experience and Skills

Handling Feedback and
Revisions

SEO Knowledge

Industry Knowledge



Reliability and Work Ethic

Tip: Assessing a candidate’s ability to handle deadlines and
maintain productivity overlong-term projects can reveal their
work ethic and reliability.

Canyou describe atime when you had to meet a tight deadline? How did you manage it?
Assesses the candidate’s ability to work under pressure and manage their time effectively.

How do you prioritize multiple writing assignments with competing deadlines?
Evaluates their organizational skills and ability to handle multiple tasks.

What is your typical writing schedule, and how do you ensure you stay on track?
Helps understand their work habits and discipline.

Have you ever missed a deadline? How did you handle the situation?
Explores their accountability and how they deal with setbacks.

How do you stay motivated and productive when working onlong-term projects?
Assesses their ability to maintain focus and motivation over extended periods.

Experience and Skills

Focus: Look for experience that aligns closely with your

industry needs, as well as the candidate’s ability to adapt to
new topics.

What types of content have you written the most, and which do you prefer?
Helps identify their primary areas of expertise and preferences.

Canyou share examples of your work that align with our industry?
Evaluates their experience in relevant fields.

How do you approach writing about topics that are new or unfamiliar to you?
Assesses theirresearch skills and adaptability.

What tools and software do you use to support your writing process?
Provides insight into their technical proficiency and familiarity with writing tools.

How do you ensure your content is accurate and well-researched?
Explores their commitment to producing high-quality, reliable content.
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Writing Process and Style

Note: Understanding a candidate's writing process can
give insight into how they approach tasks and maintain
consistency.

Canyou walk me through your process for creating a piece of content, frominitial idea to final draft?
Provides a comprehensive look at their writing process.

How do you adapt your writing style to different audiences and purposes?
Assesses their versatility and ability to tailor content.

What steps do you take to ensure your writing is clear and engaging?
Explores their strategies for maintaining readability and engagement.

How do you handle writer's block or creative slumps?
Provides insight into their problem-solving skKills and persistence.

Canyou give an example of how you've incorporated feedback into your writing to improve it?
Evaluates their openness to feedback and willingness to improve.

Handling Feedback and Revisions
Insight: Effective handling of feedback shows a

candidate's willingness to grow and adapt, key traits in
collaborative environments.

How do you handle constructive criticism of your work?
Assesses their attitude towards feedback and ability to grow.

Canyoudescribe a time when you had to revise a significant portion of your work based on
feedback? How did you approachit?
Explores their flexibility and problem-solving skKills.

What is your process for incorporating feedback while maintaining your voice and style?
Assesses their ability to balance feedback with personal style.

How do you prioritize feedback when you receive conflicting suggestions from multiple
stakeholders?
Evaluates their decision-making skills and ability to navigate complex feedback.

Canyou provide an example of feedback that significantly improved your writing?
Shows theiropenness to learning and improving.
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Cultural Fit and Team Collaboration

Reminder: Cultural fit is crucial forlong-term team
harmony, so look for candidates whose values align with
yourcompany'’s.

How do you handle working in a team with other writers, editors, and marketers?
Assesses their teamwork and collaboration skills.

What do you value most in a work environment?
Helps determine if their values align with your company culture.

Canyou describe atime when you had to collaborate on a project? How did you ensure smooth
communication and coordination?
Evaluates their ability to work effectively with others.

How do you handle conflicts or disagreements with colleagues or clients?
Explores their confiict resolution skills and professionalism.

What motivates you to do your best work?
Helps understand what drives them and how they fit into your team’s dynamics.

SEO Knowledge

SEOTip: A writer’s ability to balance SEO with readability is
vital for creating content that ranks well and engages readers.

How do you incorporate SEO guidelines into your writing process?
Assesses their ability to follow SEQ instructions provided by an SEO specialist.

Can you explain your understanding of search intent and how it influences your writing?
Evaluates their knowledge of aligning content with what users are searching for.

What are some common SEO best practices you follow when writing content?
Explores their familiarity with fundamental SEO principles like keyword usage, meta
descriptions, and headers.

How do you naturally integrate keywords into your content without compromising readability ?
Assesses their skillin balancing SEO requirements with quality writing.

Canyoudescribe a time when you received SEO-related feedback on your writing? How
did you handle it?
Evaluates their ability to adapt their writing based on SEO feedback.
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Creativity and Originality

Creative Insight: Creativity isn’t just about freshideas; it’s
also about applying them effectively within constraints.

How do you come up with fresh ideas for your writing projects?
Assesses their creativity and idea generation process.

Canyou describe atime when you took a unique approach to a writing assignment?
Explores their ability to innovate and think outside the box.

What inspires your creativity, and how do you incorporate that into your work?
Helps understand their creative process and sources of inspiration.

How do you balance creativity with adhering to client guidelines and objectives?
Evaluates their ability to maintain creativity within constraints.

Canyou provide an example of a particularly creative piece you've written and explain what
made it unique?
Showcases their creative achievements.

Industry Knowledge

Industry Focus: A deep understanding of industry trends can
distinguish a good writer from a great one.

How do you stay updated with trends and developments in our industry?
Assesses their commitment to continuous learning.

Canyoudiscuss arecent trend in our industry and how you’d incorporate it into your writing?
Evaluates theirindustry knowledge and adaptability.

What are the biggest challenges facing our industry today, and how can quality content
address them?
Explores theirunderstanding of industry issues and strategic thinking.

How do you tailor your writing to meet the specific needs and interests of our industry audience?
Assesses their ability to connect with your target audience.

Canyou provide an example of content you've created that had a significantimpacton an
industry audience?
Showcases their practical experience and success in the industry.
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Sample Interview Questions
—_—
by Writer Type

When interviewing writers, it's essential to ask targeted
questions that uncover their skills, experience, and writing
approach. This section offers a curated list of questions
tailored to assess candidates across various content
specialties, helping you find the right fit for your needs.
Each questionincludes its purpose, ensuring you know
what to look forin theirresponses

Technical Writers

SEO Content Writers

Thought Leadership
Ghostwriters

Product Description Writers

White Paper and Case Study
Writers

Press Release Writers

Scriptwriters

Editors
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Marketing Copywriters

Blog Writers

Social Media Writers

Email Marketing Writers

E-Book Writers

Technology Writers

Localization Specialists



Technical Writers

Key Questions:

How do you ensure technical accuracy and clarity in your writing?
Purpose: Assesses their ability to write precise and accurate technical content while making it
understandable.

What methods do you use to gather and verify technical information?
Purpose: Explores their research skills and ability to validate complex information.

Canyou describe a project where you had to document a complex system or process? How did
you approachiit?

Purpose: Evaluates their experience with detailed technical documentation and their approach
to organizing complex information.

How do you collaborate with subject matter experts (SMEs) to ensure your writing is accurate
and comprehensive?
Purpose: Assesses theircommunication and collaboration skills with technical experts.

What tools and software do you use for technical writing, and how do they enhance your work?
Purpose: Explores their technical proficiency and familiarity with industry-standard tools and software.

Marketing Copywriters

Key Questions:

How do you approach writing copy that needs to persuade or convertreaders?
Purpose: Assesses their persuasive writing skills.

Canyou give an example of a marketing campaign you worked on and the role your copy
playedinits success?
Purpose: Evaluates their experience with marketing campaigns.

What techniques do you use to make your copy stand out in acrowded market?
Purpose: Explores their creativity and originality.

How do you balance creativity with adherence to brand guidelines?
Purpose: Assesses their ability to maintain brand consistency.

Canyou describe atime when your marketing copy had to be revised significantly? What was
the outcome?
Purpose: Evaluates theiradaptability and response to feedback.
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SEO Content Writers

Key Questions:

How do you prioritize keywords when writing content?
Purpose: Assesses theirunderstanding of keyword importance and usage.

What strategies do you use to write engaging meta descriptions and title tags?
Purpose: Explores their knowledge of SEO components beyond the main content.

How do youincorporate internal and external links into your writing?
Purpose: Evaluates their ability to use linking strategies effectively.

Canyou explain how you balance SEO and E-E-A-T principles?
Purpose: Assesses theirunderstanding of balancing SEO with user experience.

Describe a time when you improved a piece of content's SEO performance. What changes did
you make?
Purpose: Evaluates their practical experience and results in SEO writing.

Blog Writers

Key Questions:

What resources do you find most important when creating content (e.g., content brief, brand
voice guide, style guide)?
Purpose: Assesses theirreliance on and appreciation for structured guidance andresources.

Canyou share your process for researching and writing a typical blog post?
Purpose: Explores their workflow and research skKills.

How do you balance writing for SEO with creating content readers will enjoy?
Purpose: Evaluates their ability to integrate SEO and engaging content.

What strategies do you use to keep your writing fresh and interesting over time?

Purpose: Assesses their ability to maintain creativity and interest.

Canyou provide an example of ablog post that received significant engagement? What made
it successful?
Purpose: Showcases their ability to create high-impact blog content.

stellarcontent.com e sales@stellarcontent.com e« 1(888)983-3103 @



Thought Leadership Ghostwriters

Key Questions:

How do you capture and convey the voice and tone of the person you're ghostwriting for?
Purpose: Assesses their ability to match another person's voice.

What strategies do you use to develop thought leadership content that stands out?
Purpose: Explores theirapproach to creating influential and original content.

Canyou describe atime when you had to write about a subject you were initially unfamiliar
with? How did you handle it?
Purpose: Evaluates theirresearch skills and adaptability.

How do you ensure the authenticity and credibility of the thought leadership pieces you write?
Purpose: Assesses theircommitment to accuracy and credibility.

What role do you believe thought leadership content plays in building a brand’s reputation?
Purpose: Explores theirunderstanding of the impact of thought leadership.

Social Media Writers

Key Questions:
How do you create content that captures attention on social media?
Purpose: Assesses their ability to engage audiences in a social media context.

Canyou give an example of a social media campaign you worked on and its outcome?
Purpose: Evaluates their experience with social media campaigns.

What techniques do you use to write concise and impactful messages for different social me-
dia platforms?
Purpose: Explores their ability to tailor content to different platforms.

How do you measure the success of your social media content?
Purpose: Assesses their ability to track and analyze social media performance.

Canyou describe atime when you had to manage a social media crisis? What did you do?
Purpose: Evaluates their crisis management skills and professionalism.
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Product Description Writers

Key Questions:

How do you approach writing product descriptions that sell?
Purpose: Assesses their persuasive writing sKills.

What strategies do you use to highlight key features and benefits of a product?
Purpose: Explores their ability to effectively communicate product value.

How do you ensure consistency and accuracy when writing a large volume of product descrip-
tions?
Purpose: Evaluates their ability to maintain high standards across multiple pieces of content.

Canyou explain the difference between feature/benefit style and aspirational style product
descriptions, and when you might use each?
Purpose: Assesses theirunderstanding of different styles and their appropriate applications.

What do you consider the mostimportant elements of a compelling product description?
Purpose: Assesses theirunderstanding of key components of effective product descriptions.

Email Marketing Writers

Key Questions:

How do you craft email subject lines thatincrease openrates?
Purpose: Assesses their ability to create attention-grabbing subject lines.

What techniques do you use to write persuasive email copy?
Purpose: Explores their persuasive writing skills.

Canyou give an example of an email campaign you worked on and its results?
Purpose: Evaluates their experience with email marketing.

How do you segment email lists and tailor messages to different audience segments?
Purpose: Assesses their ability to personalize email content.

What metrics do you use to measure the success of an email campaign?
Purpose: Explores their understanding of email marketing performance metrics.

stellarcontent.com e sales@stellarcontent.com e 1(888)983-3103 @



White Paper and Case Study Writers

Key Questions:
How do you ensure your white papers are well-researched and credible?
Purpose: Assesses theirresearch skills and commitment to quality.

Canyou describe your process for writing a compelling case study?
Purpose: Explores theirapproach to creating detailed and engaging case studies.

What strategies do you use to present complex information clearly in white papers?
Purpose: Evaluates their ability to simplify and clarify complex information.

Canyou provide an example of a white paper or case study that had a significant impact?
Purpose: Showcases their success in creating impactful documents.

How do you balance the need for thoroughness with the need to keep readers engaged?
Purpose: Assesses their ability to maintain reader interest in long-form content.

E-Book Writers

Key Questions:
How do you plan and outline an e-book before you start writing?
Purpose: Assesses their organizational and planning skills.

What techniques do you use to keep readers engaged throughout an e-book?
Purpose: Explores their ability to maintain reader interest in long-form content.

Canyou provide an example of an e-book you wrote that was well-received? What made it
successful?
Purpose: Showcases their success in writing e-books.

How do you balance detailed content with readability in an e-book?
Purpose: Evaluates their ability to create in-depth yet engaging content.

What tools and resources do you use to write and format e-books?
Purpose: Explores their technical proficiency and familiarity with e-book creation tools.

stellarcontent.com e sales@stellarcontent.com e« 1(888)983-3103 @



Press Release Writers

Key Questions:
How do you craft pressreleases that capture attention?
Purpose: Assesses their ability to write compelling press releases.

Canyou describe a successful press release youwrote and itsimpact?
Purpose: Evaluates their experience and success in writing press releases.

What strategies do you use to ensure your press releases are newsworthy?
Purpose: Explores theirunderstanding of what makes content newsworthy.

How do you handle revisions and feedback from clients or editors on press releases?
Purpose: Assesses their adaptability and professionalism.

What elements do you consider essential in a high-quality press release?
Purpose: Evaluates their understanding of key components of effective press releases.

Technology Writers

Key Questions:

How do you stay updated on the latest technology trends and developments?
Purpose: Assesses their commitment to staying current in the technology field.

Canyou explain acomplex technology concept you’ve written about in simple terms?
Purpose: Evaluates their ability to simplify complex information.

What sources do yourely on for accurate and up-to-date technology information?
Purpose: Explores their research skills and ability to find reliable information.

How do you balance technical detail with readability in your writing?
Purpose: Assesses their ability to maintain clarity and engagement.

Canyou provide an example of a technology article ordocument you wrote that was well-received?
Purpose: Showcases their success in writing about technology.
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Scriptwriters

Key Questions:
How do you develop engaging scripts for different formats, such as video or podcasts?
Purpose: Assesses their versatility and creativity in scriptwriting.

Canyou provide an example of a script you wrote that received positive feedback?
Purpose: Evaluates their success in scriptwriting.

What techniques do you use to ensure your scripts are both informative and entertaining?
Purpose: Explores their ability to balance content and engagement.

How do you handle feedback and revisions on your scripts?
Purpose: Assesses their adaptability and professionalism.

What elements do you consider essential for a high-quality script?
Purpose: Evaluates their understanding of key components of effective scripts.

Localization Specialists

Key Questions:

How do you approach translating content to ensure cultural relevance and accuracy?
Purpose: Assesses theirlocalization skills and cultural sensitivity.

Canyou provide an example of alocalization project you worked on and its outcome?
Purpose: Evaluates their experience and success in localization.

What challenges have you faced in localization projects, and how did you overcome them?
Purpose: Explores their problem-solving skills and adaptability.

How do you ensure consistency and quality across localized content?
Purpose: Assesses their attention to detail and commitment to quality.

What tools and resources do you use for localization projects?
Purpose: Explores their technical proficiency and familiarity with localization tools.
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Editors

Key Questions:

How do you approach editing to maintain the writer’s voice while improving clarity and cor-
rectness?
Purpose: Assesses their editing skills and sensitivity to the writer’s style.

Canyou describe a particularly challenging editing project you worked on and how you han-
dledit?
Purpose: Evaluates their problem-solving skills and adaptability.

What strategies do you use to ensure consistency and quality in the content you edit?
Purpose: Explores their attention to detail and commitment to quality.

How do you provide constructive feedback to writers?
Purpose: Assesses their communication skills and professionalism.

What tools and resources do you use to support your editing process?
Purpose: Evaluates their technical proficiency and familiarity with editing tools.
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Interview Evaluation Form

Candidate Information:

Evaluation Criteria:

Reliability and Work Ethic:

Rating (1-5): [ ]
Comments:

Experience and Skills:

Rating (1-5): []
Comments:

Writing Process and Style:

Rating (1-5): [ ]
Comments:
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Handling Feedback and Revisions:

Rating (1-5): []
Comments:

Cultural Fit and Team Collaboration

Rating (1-5): [ ]
Comments:

Technical and SEO Knowledge:

Rating (1-5): [ ]
Comments:

Creativity and Originality:

Rating (1-5): [ ]
Comments:

Industry Knowledge:

Rating (1-5): [ ]
Comments:

Overall Evaluation:

Strengths:

Comments:

Red Flags:

Comments:
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Additional Comments:

Comments:

Recommendation:

e Proceed to Next Round: [Yes / No]
e Overall Rating (1-5): []
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Writer Onboarding Checklist
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Initial Communication

Welcome and Introduction

[J On-site: Schedule anin-person meeting or orientation session.

[J Remote Employment: Arrange a virtual welcome meeting via video conferencing.

[J Remote Freelance/Contract: Send a detailed welcome email with an overview of key
information, including the company, project, expectations, and contacts.

Reminder: Ensure Legal Clarity

For freelancers, clearly outline payment terms, scope of work, and
timelines in the contract to avoid any future misunderstandings.

Legal Documentation

[J On-site: Provide physical copies of contracts and NDAs during the first meeting.

[J Remote Employment: Send electronic versions of contracts and NDAs to be signed digitally.

[J Remote Freelance/Contract: Include NDAs, payment terms, scope of work, and project
timelinesin the contract.

Access and Setup

Tool Access and Workspace Setup

[J On-site: Set up workstation with necessary hardware and software; provide building access
and security passes.

] Remote Employment: Guide the setup of remote access to company systems, VPN, and
software. Send equipment or allowance if applicable.

[J Remote Freelance/Contract: Ensure access to project management and communication
tools, and provide any necessary software licenses.

IT and Security Protocols

[] On-site: Conduct a brief training session on data security and IT protocols.

[J Remote Employment: Provide guidelines on secure access, including password management
and data protection.

L1 Remote Freelance/Contract: Emphasize the importance of secure data handling and provide
resources for secure file transfer.

[1 Additional Notes: Introduce and provide training on any time tracking or productivity
measurement tools used by the agency.
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Important: Set Up Secure Access ’

Make sure all writers, regardless of theirlocation, have secure
access to necessary tools and systems, prioritizing data security. N

Orientation and Training

Agency Overview and Brand Guidelines

[J On-site: Host aworkshop or meeting to discuss the agency's mission, values, and branding.

[0 Remote Employment: Share arecorded presentation or live webinar on the agency's mission,
values, and branding.

[0 Remote Freelance/Contract: Provide detailed written materials and examples of the brand
voice and style guide for the project(s) the writer will work on.

Tools and Software Training

[J On-site: Schedule in-person training sessions with IT or a dedicated trainer.
[0 Remote Employment: Conduct virtual training sessions and provide access to online resources.
[0 Remote Freelance/Contract: Offer video tutorials and written guides for essential tools.

Content Standards and Processes

Content Briefs and Editorial Guidelines

[J On-site: Organize workshops oninterpreting and following content briefs.

[0 Remote Employment: Use virtual workshops or detailed guides to explain content standards.

[0 Remote Freelance/Contract: Provide comprehensive written guidelines and a point of
contact forquestions.

Quality Assurance Procedures

[0 On-site: Detail the QA process and provide checklists.

[0 Remote Employment: Share QA protocols through webinars or written documents.

[0 Remote Freelance/Contract: Include QA expectationsin the initial project briefing and
feedback sessions.

[] Additional Notes: Explain how projects are assigned, transferred, orhanded over between
team members.

Integration and Engagement

Team Integration

[J On-site: Facilitate introductions and encourage participation in office activities.

[0 Remote Employment: Use video calls for team introductions and virtual social events.

[0 Remote Freelance/Contract: Include freelancersinrelevant virtual meetings and
communication channels.
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[] Additional Notes: Assign a mentor or buddy to help new writers acclimate to the agency
culture and processes.

Note: Inclusion Matters

Incorporate remote and freelance writers into team dynamics

through virtual meetings and communication channels. This fosters a
sense of belonging and improves collaboration.

Initial Assignments and Feedback

Assignment and Feedback Process

[J On-site: Discuss the first assignment in person and set afeedback meeting.

[0 Remote Employment: Assign projects through project management tools and schedule a
virtual feedback session.

[0 Remote Freelance/Contract: Clearly outline deadlines and feedback loops viaemail or
communication platforms.

Ongoing Development

Professional Development and Resources

[] On-site: Provide access toin-house training sessions and resources.

[J Remote Employment: Offer online courses, webinars, and virtual training.

[0 Remote Freelance/Contract: Share access toindustry resources and encourage
participationinwebinars.

[] Additional Notes: Establish a clear process forwriters to provide feedback on the onboarding
process and set up a system forongoing feedback.

Documentation and Record-Keeping

Performance Tracking and Updates

[J On-site: Maintainrecordsin HR or project management systems; conduct regular reviews.
[J Remote Employment: Use digital tools for performance tracking and documentation updates.
[] Remote Freelance/Contract: Keep detailed records of assignments, feedback, and contract terms.

Finalize Onboarding

Onboarding Completion

[J On-site: Conduct a final meeting to review the onboarding experience and address any questions.

[0 Remote Employment: Schedule avirtual completion review and gather feedback on the process.

[0 Remote Freelance/Contract: Send a final onboarding review form and schedule a call forany
last queries.
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Writer Profile Sheet
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Writer Profile Sheet

This toolis designed to help you efficiently manage and leverage your team of writers. By maintaining
detailed profiles of your writers' strengths, experiences, and performance, you'llbe able to build
teams faster and more effectively, matching the right writers to the right projects with ease.

Access the Template

To use this Writer Profile Sheet:

’ Choosea _
Open this e Ron Select ) MELGC N Click "Make a
acopy" from >

view-only > "File"inthe
template. top menu.

saveyourcopy » copy" to create
the dropdown y py youreditable
andrename

menu. i \ version.
itif desired.

Details Tab Instructions

The Details tabis for capturing essentialinformation about each writer.

Here's how to fill it out:

Upload a publishable bio ' Enter the writer's paymentinformation,

photo if a photo of the -5 - such as pay rate (hourly or cost per

writer is available. ' word), preferred payment method,
and PayPal address, if applicable.

[z
D

Provide a brief, professional Include any compensation notes,
biography for the writer. such as "Negotiated higherrate for
technical content."

m

Fillin the writer's personal

Add any additional writer notes that

® information, including name, arerelevant, such as "Specializesin
email, address, phone number, health care topics due to previous
and date of birth. nursing experience."
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Event Log

The Event Log helps track significant events related to the writer's performance.

How to use:

=

Use the dropdown menu to select the
type of event:

Inthe Notes field, provide specific
details about the event.

Forexample: "Received praise
from Client X forin-depthresearch on
Al trends."

Positive client feedback, critical
feedback, missed deadlines,
communicationissues, or other.

Topics and Content Types Tab

This tab allows you to track a writer's strengths and weaknesses across various topics and content
typesusing a matrix.

You canuse this tab in several ways:

=] 1. Symbol Method: Use '+' for confirmed good performance, '-' for poor performance,

€1l  andleave blank forno experience.

@ 2. Color Method: Fill cells green forgood performance, red for poor performance, and
D yellow for adequate performance. Leave cells blank forno experience.

== 3. Number Method: Rate performance on a scale of one to five orone to 10 by entering
— the appropriate numberin the appropriate cell. Leave cells blank for no experience.

Example: If awriter excels at writing blog posts about insurance, you might puta '+, color the cell
green, orenter a highnumberin the intersection of "Articles/Blogs" and "Insurance”.

Remember to update this tab regularly as you gather more information about the writer's
performance. This will help you make informed decisions when assigning future projects.

By maintaining these profiles diligently, you'll create a valuable resource for managing your writing
team and optimizing project assignments.
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Need Help Building
Your Content Team?

We hope this guide has equipped you with

the tools and confidence to recruit and
onboard a top-performing content team. If
you need further assistance or want to explore
how our managed services can simplify this
process, we're ready to assist. Contact

your account or content manager for more
information. Prospective clients can contact
us at sales@stellarcontent.com.

ContactUs

AN —
@) sal I . . _
}4 sales@stellarcontent.com — stellarcontent.com 1(888)983-3103
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