WASFAA  Newsletter – Job Descriptions
All volunteers must be WASFAA Members
Committee Role/Title
· Newsletter Editor 
· Associate Newsletter Editor 
· Transitions Coordinator 
· Copy Editor 
· Fund Development Chair
· Photographers  
Committee Role Descriptions
Newsletter Editor 
Charge of Editor:
· Provide the membership with a WASFAA Newsletter on a quarterly basis. Each issue shall include as accurate and complete information as possible about the activities of the Association. The WASFAA Newsletter is a vehicle used to disseminate information about training, Association business and purposes as indicated in the strategic plan, polices and procedures.
· Create a work schedule for each issue.
·  Work closely with Fund Development.
· Coordinate with the Membership Services Chair to have membership database information sent to the Newsletter’s printer for mailing purposes.
· Send the newsletter to ATAC or the Electronic Services Chair to post on the website.
· Mail one paper edition of the newsletter to the membership every year.
· Limit expenses as much as possible.
· Appoint committee members from a wide range of the WASFAA membership. An attempt should be made to include members who have volunteered their services.
· Include the following information in the appropriate issues of the newsletter:
· The Schedule of Executive Council meetings/calendar.
· Letter from the President
· Information on training opportunities
· Federal Relations Report
· Historical Archives
· Secretary’s abbreviated Minutes
· Actively solicit information from everyone for the newsletter. 
· Manage articles to be printed in newsletters. 
· In collaboration with the President, set annual goals for directing the newsletter.
· Ensure the professional quality of the newsletter by adhering to professional standards for copyright, editorial review and general newsletter content.
· Ensure the newsletter is posted to the website and all members are sent communication when it is available.
· Design and manage an annual budget for this position and audit income/expenses to ensure sound financial status.
· Communicate updates to Executive Council through EC reports and give ad hoc reports when necessary.
· Attend and participate in Executive Council as needed.
· Manage Newsletter Committee.
· Ensure that required articles written by elected or appointed members are accurate reports of the Committee activities or Association actions.
· Accurately label editorials that are submitted for publication. Any member of the Association may submit editorials.
Associate Newsletter Editor 
· Assist in the active solicitation of information from everyone in order to publish the newsletter.
· Assist in the article selection and editing. In collaboration with the Newsletter Editor, set annual goals for directing the newsletter.
· Assist in the direction of the production and printing of a professional newsletter. The primary contents of this newsletter will include at least the following:
· Information about events
· Organizational issues of importance
· Current information relevant to professional development programs
· Articles relevant to the industry
· Ensure the professional quality of the newsletter by adhering to professional standards for copyright, editorial review and general newsletter content.
· Assist in the design and management of an annual budget.
· In the Editors absence, communicate updates to Executive Council through EC reports and give ad hoc reports when necessary.
· Attend and participate in Executive Council as needed.
· Evaluate printers for quality and cost comparisons annually. 
Copy Editors
· Ensure that texts due for publication are well written, grammatically correct and accessible. Produce or work to a style checklist to ensure consistency of presentation, e.g. dates, hyphenation, capitalization and other aspects; 
· Reads proof against copy, marking by standardized code anyerrors that appear in proof. Returns marked proof for correction and later checks corrected proof against copy. 
· Return articles to editor in a timely fashion.
Advertising Coordinator  
· Work with Fund Development chair to ensure all advertisements are submitted by the newsletter deadline date.
· Check the newsletter proof from the designer to ensure advertisements are included and are the right size and dimensions.
· Communicate with the Newsletter Director and Associate Editor:
Transitions Coordinator 
· Send out request for transitions and news based on the Newsletter calendar set annually.
· Compile all transitions and edit them 
· Verify accuracy of information (dates, resources, and that sources are referenced appropriately)
· Label accompanying photos for addition to the newsletter.
· Submit completed Content Template to Newsletter based on the Newsletter calendar set annually.
· Communicate with the Newsletter Director
· Forward questions or concerns to Newsletter Director as they relate to articles, format and timeliness
· Deliver ad copy to the Newsletter Director or directly to the printer for insertion into the upcoming newsletter.
Photographers 
· Take pictures at WASFAA sanctioned events. 
· Work with editors to select photo topics for each issue
· Post pictures onto the website via the FTP after event. Be sure the pictures are the minimal size required for web posting (72-96 dpi, .jpeg format, 50-100 KB). ???
· Label pictures for reference, including names of participants, events, etc. 


