2011-2012 Newspaper and News Magazine Staff Positions and Responsibilities

We keep a BINDER of BEATS, POD WIKI ASSIGNMENTS, IDEAS for COVERAGE & SIDEBARS and EMAILS (that are forwarded to the Editor in Chief, and Managing Editor and Mrs. Dowd) in a binder.
Editor in Chief
· Brainstorms with staff members to formulate an appropriate design for the magazine –
· Organizes pages and content with all staff
· Works with section editors and staff members to assist with articles of student interest
· Designs folio and all pages with help of staff and approved by art director
· Keeps a calendar of student events and activities
· Assigns story and photos when events lend themselves to an accurate and new approach to coverage
· Establishes communication with faculty to keep abreast of events and activities concerning academics
· Creates a fresh and lively approach to packaging sections of the newspaper
· Helps supervise staff members
· Establishes system to track deadline progress, works with Assignments Editor
· Creates a positive atmosphere for staff
· Works with advising manager to make gain advertising from businesses
· Works with photo editor in photo selection and naming convention – lastname_firstinitial_month_event
· Edits stories, captions, headlines and other elements before sending pages to the press
· Keeps records of pages to be blogged in BLOGGING BINDER
· Determines where to hold the deadline parties and celebrations
MANAGING EDITOR
· Assists section editors with designing and content
· Assists assignments editor
· Establishes communication with faculty to keep abreast of events and activities concerning academics
· Creates a fresh and lively approach to packaging of each article or section
· Works with editors and staff members to incorporate our signature (folio and design logo)
· Designs folio and all theme pages with other staff members and approval of art director 

· Helps staff members with ideas for article content
· Helps section editors choose graphics that are reader friendly 

· Develops a method of executing design and branding from cover design for the magazine
· Assembles and posts an accurate example of each page, detailing typography and graphic specifications
· Maintains an accurate color-coded ladder diagram and confirms pages ready to be blogged or pages ready to submit for the magazine

· Checks pages for production accuracy prior to submission
· Photocopies pages before submission and makes copies of proofs after correcting.  Keeps organized system of these pages.

ADVERTISING MANAGER
· Set goals with adviser regarding revenue from newspaper and magazine advertising sales
· Work with the adviser and school bookkeeper to establish and maintain a balanced budget
· Inspire successful promotional marketing and sales campaigns

· Manage all ad sales and keep orderly, accurate records.  Monitor the financial standing of the newspaper and magazine

· Keep SALES BINDER organized

· Ensure complete customer satisfaction with advertising and sales
· Establishes ad sales guidelines; works to get advertising forms and letters to businesses

· Collects, organizes and reports all sales data

· Enters information into spreadsheet

· Establishes a method for providing receipts and thanking advertisers
ASSIGNMENTS EDITOR

· Keeps a calendar of student events and activities for chronological time frame 

· Assigns story and photos when events lend themselves to an accurate and new approach to coverage
· Establishes communication with faculty to keep abreast of events and activities concerning academics, sports and extra and co-curricular events that could lead to a great story

· Plan design and graphics for each section, including headlines and other graphic consideration
· Aim to achieve maximum coverage
· Formulate story and photo ideas to help tell the story of the year 

· Develops an organization system to record accurate game scores and team information
· Maintains a calendar of events and makes certain reporters and photographers are covering selected activities
· Assign stories and photographs for each spread
· Meet deadlines with accuracy
ART EDITOR

· Assists all section editors with design and graphics
· Establishes communication with faculty to keep abreast of events and activities concerning academics

· Creates a fresh and lively approach to packaging of each article or section
· Bring magazines and typography examples to class to assist with designing pages/spreads
· Works with editors and staff members to incorporate our signature (folio and design logo) throughout newspaper and magazine
· Designs folio and all theme pages with other editors and staff members 

· Helps section editors choose graphics that are reader friendly 

· Develops a method of executing design and branding from cover design for the magazine

· Assembles and posts an accurate example of each page, detailing typography and graphic specifications – place into NEWS MAGAZINE  BINDER
· Ensures that styles are consistent throughout – copy type, headlines used for graphic appeal, photo credits, captions, bylines, table of contents (TOC)

FEATURES EDITOR
· Looks for an innovative approach for story ideas

· Creates a fresh and lively approach to packaging this section

· Plans design and graphics for each section, including headlines and other graphic considerations

· Aims to achieve maximum coverage 

· Formulates story and photo ideas to help tell the story 

· Develops an organization system to record accurate game scores and team information

· Maintains a calendar of events and makes certain reporters and photographers are covering selected activities

· Checks names for spelling accuracy

· Assigns and assists staffers, reporters and photographers with assignments when necessary

· Edits copy, captions, headlines and other page elements

· Is responsible for deadlines that correspond with section

· Over sees production of feature pages

· Meets deadlines with accuracy

LIFESTYLES EDITOR 
· Looks for a new angle to articles dealing with student life
· Keeps a calendar of student events and activities for chronological time frame 

· Maintains a calendar of events and makes certain reporters and photographers are covering selected activities

· Assigns story and photos when events lend themselves to an accurate and new approach to coverage

· Establishes communication with faculty to keep abreast of events and activities concerning academics, clubs and extra and co-curricular events that could lead to a story 
· Plans designs and graphics for this section, including headlines and other graphic consideration

· Aims to achieve maximum coverage

· Formulates story and photo ideas to help tell the story 

· Assigns stories and photographs for each spread

· Meets deadlines with accuracy

ARTS & ENTERTAINMENT (A&E) EDITOR
· Looks for an innovative approach for story ideas dealing with arts and entertainment

· Creates a fresh and lively approach to packaging this section

· Plans design and graphics for each section, including headlines and other graphic considerations

· Aims to achieve maximum coverage 

· Formulates story and photo ideas to help tell the story 

· Maintains a calendar of events and makes certain reporters and photographers are covering selected activities

· Checks names for spelling accuracy

· Assigns and assists staffers, reporters and photographers with assignments when necessary

· Edits copy, captions, headlines and other page elements

· Is responsible for deadlines that correspond with section

· Over sees production of arts and entertainment pages (movie reviews, book reviews, foodie reviews and upcoming entertainment events)

· Meets deadlines with accuracy

EDITORIAL EDITOR
· Looks for an innovative approach for commentaries
· Creates a fresh and lively approach to packaging this section

· Plans design and graphics for this section, including headlines and cartoons
· Aims to achieve maximum coverage 

· Maintains a calendar of events and makes certain reporters and photographers are covering selected commentaries that are time sensitive
· Checks names for spelling accuracy
· Edits copy, captions, headlines and other page elements

· Is responsible for deadlines that correspond with section

· Over sees production of commentaries and ensures that the principal has reviewed material since it will be an opinion and controversial

· Make sure that libel is not used in our paper or magazine (fact check, with appropriate writer, sensitive news copy)
· Meets deadlines with accuracy

SPORTS EDITOR
· Looks for an innovative approach for story ideas dealing with sports and athlete profiles

· Creates a fresh and lively approach to packaging this section

· Plans design and graphics for each section, including headlines and other graphic considerations

· Aims to achieve maximum coverage 

· Formulates story and photo ideas to help tell the story 

· Develops an organization system to record accurate game scores and team information

· Maintains a calendar of events and makes certain reporters and photographers are covering selected activities

· Checks names for spelling accuracy

· Assigns and assists staffers, reporters and photographers with assignments when necessary

· Edits copy, captions, headlines and other page elements

· Is responsible for deadlines that correspond with section

· Meets deadlines with accuracy

COPY EDITORS
· Establishes a style sheet for all sections—determines the type families, styles, sizes, and procedures for all copywriting (headlines, captions, copy, photo credits, bylines)
· Edits (does NOT write) each story, caption and headline thoroughly with each staff member
· Presents information at meetings that will assist members with consistent writing or editing
· Reports copy progress to editor and section editors
· Understands and develops process for spell checking and error-free pages 

PHOTO EDITOR/MANAGER 

· Works with section editors and editor to ensure coverage of activities and events
· Maintains an up-to-date calendar of events so photo opportunities are not missed
· Presents educational information at staff meetings that will assist members with photography
· Assists editor and art director in the visual development of the pages
· Assigns photo requests to staff photographers
STAFF MEMBERS 

· Assumes full responsibility of all assignments taken, including reporting and writing, photography, planning, designing and production tasks

· Takes on staff writing and photography assignments as assigned and needed

· Accepts advice on assignments from editors and willing to improve where needed
· Develops an awareness of audience's needs
· Becomes familiar with production process
COMMITMENT FOR EACH STAFF MEMBER

· Recognizes the extra effort and hours it takes to meet deadlines with accuracy
· Recognizes the meaning of responsibility to assure adviser and school administration that all material will be checked carefully to avoid any possible slander, libel, non-quoted opinions, and/or any copy which might not represent the best interests of the school
· Checks every word and name in print for spelling accuracy
· Assists other staffers with their tasks when necessary
· Creates a positive atmosphere in the press room
· Attends staff meetings
ADVISER, Mrs. Dowd
· Tracks the progress of editors and staff members to ensure that deadlines are met with accuracy.

· Determines the final duty lists for staff members and coordinates efforts with the editor. Staffers are reminded that jobs are completed with the assistance of all staff members, not just by the one assigned as the leader of that job 

· Oversees business side of all publications 

· Provides staff with new journalism trends
· Provides staff with opportunities to learn more about journalism and the graphic arts by informing and/or taking them to workshops, speakers and conventions
· Serves as a liaison between administration, faculty and student body

· Maintains a record of all cost estimates and changes to ensure a balanced budget
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