JOB DESCRIPTION

POSITION TITLE:

College Editor




REPORTS TO:

Director of Marketing and Communications

PRIMARY FUNCTION: 
Plan, edit and produce the college’s flagship publication, St. Olaf Magazine. Manage magazine production budgets and coordinate scheduling, develop story ideas, assign freelancers and student writers, arrange photography and oversee the design and layout of the magazine. Provide writing and editing support for other publications and the Web. Review all office generated publications before printing.

AREAS OF RESPONSIBILITY:


1.
Plan, Edit and Produce St. Olaf Magazine: Exercise primary responsibility for the timely publication of three annual issues of the magazine, with a readership of more than 45,000. Guide editorial content and engage in story planning that reflects the college’s mission and advances the communication goals of the college.


Assign and supervise writers, photographers and designers with an eye to the continuous qualitative improvement of the publication, its content and visual presentation. Write features, short articles, headlines and captions for images as necessary. Engage in story research and collaborate with Marketing and Communications staff, faculty and other administrative offices in identifying potential story ideas and topics of interest.

2.
Manage Production Budgets and Coordinate Scheduling: Prepare the annual budget for producing and disseminating the magazine, contract with vendors and printers for services and monitor expenditures. Establish production schedules and deadlines for completion of tasks.

3. 
Serve as Editor/Writer on Other Projects: As needed, contribute writing and editing skills to the completion of other publications and projects, including developing Web content as requested. As assigned, act as editor/project manager for important Admissions or Advancement publications.
4.   
Provide Quality Control for the Production Process: Review copy for all office generated publications prior to the completion of the job. Edit text and proofread for consistent and accurate content across college publications. Propose revisions, as appropriate, to the writer or project manager for the job.

5.
Participate in the Departmental Leadership Team: Serve in a leadership capacity to other members of the Marketing and Communications team. Provide input on decision-making within the department and advise the Director of Marketing and Communications on various projects and endeavors.


SUPERVISORY RESPONSIBILITIES: 

CONTACTS: 
Regular contact with college leadership, faculty and staff, students and alumni. Collaborate with staff members in the Marketing and Communications department, freelance designers, writers, photographers and print vendors.
EDUCATION: 
Essential: 
Bachelor of Arts degree

EXPERIENCE:
Essential:
At least five years’ full-time experience as a professional 






writer, editor or journalist. 

Desirable:
Prior experience in the production of a quarterly magazine.

KNOWLEDGE, SKILLS, 

ABILITIES:



Excellent writing, editing and interpersonal skills. Strong 






organizational skills and the ability to manage budgets, 






vendors and freelance staffing.

PHYSICAL DEMANDS:
 


WORKING ENVIRONMENT:
Office environment with occasional on-campus and off-campus location photo shoots. Occasional off-campus travel to consult with vendors and freelance writers and  


designers.
WORK SCHEDULE:

FTE:
1.0

Term: 
Full Year

Shift: 
Full-time, with nights and weekends as the job demands.

APPROVAL:                                     Director of Marketing and Communications           

DATE:



April 2008


