[image: image1.jpg]‘J’ EASTERN

WASHINGTON UNIVERSITY



    Human Resources


The Office of Student Employment 
Job Descriptions


Publication Assistant - Managing Editor
Oversees the structure, under direct supervision of the Editor in Chief. Duties may include, but are not limited to:

· Developing story and visual ideas.

· Overseeing writing and editing submissions.

· Scheduling deadlines with the section editors.

· Mentoring the writing and editing team so staff members can grow and improve.

· Determining and managing story budgets.

· Regulating equipment usage and acting as a steward of Easterner and EWU property.

· Determine staff assignments to move effectively toward the goal of producing a publication.

· Member of Editorial Board responsible for writing editorial column regularly.

· Scheduling various training sessions for incoming and current staff throughout the year.

· Maintaining a minimum (but announced) schedule of office hours in order to address all potential concerns of the staff and EWU community.

· Copy editing for print and web publication.

· Performing other related duties as assigned or required, including creating content for print or web

This position will report to the Easterner Department and the Editor in the Chief, but remain under the general supervision of the Easterner Director.  

This position will work a maximum of insert hours per week based on availability.  This position may include some weekend and evening work.  
Required Qualifications:

Experience with Adobe Creative Suite

Knowledge of A.P. style 

Demonstrated ability to work independently or as a member of the team  (all of the job descriptions for the Easterner)


Demonstrated ability to take direction


Applicant must be able to work with others at all levels, have a professional demeanor, excellent interpersonal skills, strong oral and written communication skills, and emotional intelligence.

Applicant must be able to manage conflict, collaborate and work effectively both independently and as a member of a team.
Journalistic writing sample, resume and cover letter required. 
Preferred Qualifications:

Familiarity with media law principles

Student employees are subject to EWU’s employment Policies and Procedures and the EWU Student Code of Conduct. As a student employee, you are expected to adhere to both. Please be advised that violations of the EWU Student Code of Conduct may affect your employment on campus, even if the conduct occurs beyond the scope of your job responsibilities.



