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Job Descriptions


Publication Assistant - Web Editor

The Easterner’s Web Editor will manage and maintain easterneronline.com. 
Web Editor duties may include, but are not limited to:

· They will upload all content on the site, as directed by the Editor in Chief.

· Managing and maintaining easterneronline.com.

· Coordinating with section editors, Social Media Editor and writers to ensure daily, timely and effective postings to the website.

· Creating web appropriate titles for content for content based on best web practices, including Search Optimization.
· (When technical issues arise on the site), devising and executing a plan in conjunction with the Editor in Chief to mitigate the problem.

· Partnering with sections editors, Social Media Editor and writers to ensure site meets newspaper needs.

· Presenting monthly web strategies for expanding readership.

· Maintaining 2 office hours each week for meeting with section editors, writers and photographers.

· Understanding basic HTML code to the extent of knowing how to adjust an HTML tag or add a bit of code.

· Analyzing Google Analytics and reporting the findings based on the site’s most effective tactics.

· Staying up with the current web technology trends and implement them on the website.

· Working with The Easterner’s web hosting company to keep website functional and adaptive.

· Performing other related duties as assigned.
This position will report to the Easterner Department and the Editor in Chief, but are 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:

Applicant must possess and demonstrate solid news judgement.

Applicant must possess and demonstrate knowledge of best web practices.

Applicant must possess demonstrated ability to work independently and ability to take direction.


This role requires collaboration, inclusivity and the ability to manage time to meet deadlines.

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 analytics.

Familiarity with HTML.
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.


