POSITION DESCRIPTION

EDITOR/PUBLISHER

(as of Nov 1, 2005)

The Editor is responsible for creating two issues of the Communicator, the official publication of the AF Comm & ATC Association (June and November) in each calendar year and publishes the membership roster if required by the Board of Directors.  The Editor will establish cut-off dates for the submission of articles/reports for the Communicator, in order to meet mandatory publication and mailing dates.  The Editor has the sole discretion of contents (excluding articles approved by the BOD) and will ensure that all articles and photos are in good taste and are non-political.

The following are key tasks and responsibilities for this position:

Open and maintain an AF Comm & ATC Assoc. tax free bank account for managing the creation and publication of the Communicator and rosters. Submit reports as required by Association policy.

Obtain a U.S. Postal Service Bulk Mail Permit and establish a fund account for handling bulk mail costs.  

Submit a financial report after each publication to identify categories and costs.

Develop an annual budget to identify estimated costs for such things as printing, supplies, technical support, bulk mail costs, media mail, address notification costs, labeling/sorting, equipment, etc.

Develop guidelines (Standard Operating Procedures) that reflect the workload and steps needed for a replacement to assume the duties of the Editor/Publisher (see attachment).

Act as the backup for the Director of Membership and maintain an electronic backup copy of the Association data base on an at least monthly basis.  Prepare and laminate Life Member cards for life members when advised by the Director of Membership and include an Association letter of transmittal. Act as the backup for the Executive Secretary as required to take minutes if the principle is absent from the annual board or general meetings. (The Editor/Publisher uses the data base to extract necessary reports for developing the Communicator, publishing the Membership Roster, if required, and uploading the Membership Rosters and the Communicators on the web site.  In addition, the Editor/Publisher will integrate the annual Board Meeting and the General Meeting minutes into the November issue of the Communicator).
Perform other related tasks as required.

The incumbent must have considerable computer skills to be successful.  

The incumbent for this position agrees that it is a long-term commitment and requires a 

significant number of hours per week (at least 20-25 hours).

Attachment:

Guidelines for the Editor/Publisher (on file with the Executive Director and Executive Secretary)

APPROVED:    s/t Richard P. Sauer



Nov 1, 2005


             Richard P. Sauer, Executive Director                              (Date)
