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Newsletter 
Editor

 Purpose: Newsletter is one of many avenues for communication to the general membership.  It provides a vehicle for families to know what is happening in other classrooms and with specific happenings around the school.


       Prerequisite/Requirement: Access to a computer. Desktop publishing experience highly desirable.

 Job Responsibilities  

· Collect material from ombuds, president, teachers, principal, and various chairs, et al.

· Compile, publish, and distribute the newsletter nine times a year.

· Establish a copy deadline, usually the Friday following planning meetings, which allows sufficient time for newsletter to be distributed by the first of the following month.

· In month of August, contact President to coordinate arrangements for September Newsletter.

· During school year, prepare issues for October, November, December/January, February, March, April, May and June.

· Sends reminders to teachers, ombuds, principal and PTO president regarding newsletter deadlines.  Have each teacher/class sign up to do at least one column per year.

· Provide soft copies to Principal, president and webmaster for posting.  Send electronic copies to schoolboard members with ads removed.

 Financial Responsibility: None
            Hours recording procedure: Hours are calculated on per month basis for 10 months (Sept. to 

            June) and are automatically posted by the hours recorder each month.

 Hours earned: 55


Reports to: Secretary 

 Term: Aug to June 

 Selection Process:  Elected by General Membership

 Term: August to June 

 Candidates
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