
Position:  Classified Advisor 

Department:  Herald and News Transient Classified 

Supervisor:  Ad Director 

 

Schedule 

 

8 am – 5 pm Monday through Friday.  Two 10 minute breaks and an hour lunch are 

allowed daily. 

 

If you are sick and unable to make it work, call or email your supervisor as soon as 

possible. 

 

You are expected to manage your time in order to have tasks completed by the end of 

your shift. In the event you accrue more than your scheduled hours per day, notify your 

supervisor so accommodations may be made to cut the excess time. 

 

Overview of Job Responsibilities 
 

Classified Advisors are responsible for processing classified ads. Ads may be submitted 

in person, over the phone, via email or placed online.  The correct parameters for ads 

must be determined and explained to the customer, the ad must be processed and 

payments must be processed.  All payment must be totaled and locked in the safe at the 

end of business daily.  Other responsibilities include answering incoming calls, returning 

voicemails, replying to emails, making the assigned number of outbound and cold calls, 

and assisting display reps when needed all within a timely manner.  Invoices are to be 

processed and mailed daily.  The garage sale map and social media sites must also be 

maintained daily. 

 

Classified Advisors must be able to work unsupervised. 

 

Minimum Qualifications 
 

 Excellent customer service skills in person and on the phone 

 Must be able to work accurately, spell correctly and perform basic math 

 Must have computer experience 

 Type 50+ words per minute 

 

Preferred Qualifications 
 

 Experience with Microsoft Word and Excel 

 Sales experience including cold calls 

 

Essential Functions 
 

 Read, write and speak English at a professional level 

 Sit and type for extended periods of time 



 Meet strict deadlines 

 Communicate effectively in person and over the phone 

 Maintain a calm and professional demeanor in adverse circumstances 

 Perform mathematical calculations at a high school or more advanced level 

 Handle cash and checks and process credit card payments accurately 

 Return all calls and emails prior to end of shift 

 Accept written and verbal direction from supervisors 

 Be punctual, work required shift, and maintain regular attendance 

 

Work Environment 
 

Classified Advisors at the Herald and News work at the front counter and may be asked 

by management to help cover when needed. 

 

 

 

I have received a copy of the Classified Advisor job description. I understand it is my 

responsibility to follow the directions and perform the duties listed. 

 

 

 

Employee Signature    Date 

 

 

 

Supervisor Signature    Date 


