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Purpose

To promote products and services in 
public domain by print or electronic 

media.



 
 

 
 

Classified Advertisements: 

 Printed under various categories such as Situation Vacant, Situation Wanted,  

Property for Sale , Matrimonial etc.  

 Brief, occupy less space and economical 

 Written in simple and concise language using short phrases and words 

 Word limit- 50 words 

 No blocks or design are to be made 

 The first one or two words can be written in capital letters 

 

Commercial/ Display Advertisements: 

 Written for promotion or sale of products 

 Can be of any size or colour and contain a lot of illustrations, sketches, drawing 
etc. 

 Occupy more space and so cost more  

 Name and address of the advertising agency/institution/organiser 

 Details of the product/service advertised 

 Special attractions/discounts 

Advertisements

Classified
Commercial

/Display



 

 

TYPES OF CLASSIFIED ADVERTISEMENTS 

1. SITUATION VACANT 

Essential Details 

 Preferably begin with ’Wanted’ or ‘Required’ 

 Name of the organisation 

 Post and number of vacancies 

 Essential qualifications and experience 

 Preferences: age and sex of the candidate 

 Other preferences/details (Optional) 

 Pay scale and perks (including opportunities for growth) 

 Mode of applying/interview procedure 

 Contact address and phone number of advertiser 

 

 

 
 
 
 
 

Situation Vacant

WANTED a female receptionist for the front office of a  
renowned hotel. Should be between 25 to 30 years with 

a pleasing  personality and excellent communication 
skills with graduation. Fluency in English is essential. 
Working in the same capacity preferred. Interested 

candidates may contact:

Ms. Satakshi, Manager, Hotel Green Park, Lucknow, 
9999999991



 
 
 
 

2. SITUATION WANTED 

Essential Details 

 Personal details: qualification and experience 

 Age and sex of the candidate 

 Other details (Optional) 

 Preferences: type of job, area, locality 

 Expected pay scale and perks 

 Contact address and phone number, e-mail Id 

 

 

SITUATION WANTED

BA (Hons) ,History topper, Vikram Singh with 
specialization in Medieval India is looking for a job of a 
tourist guide. Age 22 years, fluent in Hindi and English. 

Well-acquainted with places of historical interest in 
Delhi,Agra and Jaipur. Good communication skills and 

charming personality. Expected salary -40000 pm. 

Contact: 999751234, Email-vikram17@gmail.com

 

Questions for practice: 

Q.1 You are the General Manager of Primrose Softaware Solutions, Agra Cantt, Agra. You need  

faculty members for your centre with knowledge of e-commerce. Draft an advertisement  

to be published in The Times of India under the classified columns.    (Word limit -50 Words) 

 

Q.2 The firm ‘Bhatia  and Bhatia’, industrial area Bengaluru wants two engineers for their  

Chennai Office. Draft an advertisement for the column ‘Situation Vacant’ of a local newspaper  



 

 

 

                                                                                                                                             

giving all the necessary details.                                                                        (Word limit -50 Words) 

 

 

Q. 3 You are a computer engineer in need of a job in Manali. Draft an advertisement for The  

Hindustan Times ,classified columns , giving your qualification and experience. Sign yourself as  

Apoorva/ Atul.                                                                                                      (Word limit -50 Words) 

 

Q. 4 You are Kanav/Kanu of 8, Railway Colony, Bilaspur. You have four years experience as an  

athletic coach with the Indian railways. You now want to settle in Raipur due to  family  

commitments. Draft an advertisement for The Times of India for a similar job opening . 

                                                                                                                                  (Word limit -50 Words) 

 

 Practice more questions with the help of instructions given in the content section. 

Content absolutely prepared from home. 


