Inklings JOB DESCRIPTIONS FOR 2012-13 POSITIONS

Editor-in-Chief: Chiefs are ultimately responsible for the vision and direction of the website and newspaper, and for upholding the code of ethics, school rules, and Inklings guidelines under which Inklings operates. They will act as the direct liaison officer between the administration and Inklings and its writers and editors. Along with these responsibilities, the editors must do the following:

I. At least one Editor-in-Chief must be present during late-night layouts at any given time. Editors-in-Chief must also be available for several hours per week for consultation regarding the production of the newspaper.
II. In conjunction with the recommendations of the managing editors and advisers, set publication dates and deadlines for the year, and communicate to the staff and the school, when appropriate, all those dates and deadlines. 
III. Write the newspaper’s editorial in conjunction with the input of the Editorial Board.
IV. Publicize, hold, and be present at all editorial and general meetings.
V. Read all sensitive articles on the website and in the paper, bringing to the advisers’ and managing editor’s attention material that is libelous and/or obscene
VI. In charge of overseeing overall morale of the staff and assuring that writers be treated with respect and professionalism.
VII. Lead public relations, notifying the local press regarding awards, successes, fundraisers, etc. Also oversee the application to various professional organizations and contests.
VIII. Handle ethical or legal issues including articles of possible libel or slander, retractions, lawsuits and others. 
IX. Coordinate with managing editors of the web and print editions on their progress but refrain from stepping on their toes.
X. Reviewing and amending the Inklings handbook. 
XI. Coordinate with the advisers to discuss and plan the curriculum for the class.
Managing Editor: Managing editors are responsible for the day-to-day operations of the paper’s issues. This includes tracking the stories for their respective issues, packaging stories, editing for content and style and overseeing the layout and design of the page editors of their section. The managing editor understands how pictures and stories should be arranged in an effective manner, and how information on the page should best be presented for clarity and readability. In addition to these responsibilities, Managing Editors are accountable for the following:

I. Set deadlines and communicate with the staff and the school, when appropriate, all those dates and deadlines.

II. Assist page editors in keeping track of writers and the progress of individual departments.
III. Check in with adviser to make sure all articles with rubrics have been turned in.

IV. Make sure all section editors have turned in photo and graphic requests to photography/graphics editors.
V. Assist in layout so that the newspaper meets publication deadline.
VI. Maintain the storyboard to ensure all articles have been placed.
VII. Check off that all pages have been proofed and cleared for publication by chiefs and advisers.
VIII. Make sure page editors have included all the parts of the story (byline, staff positions, captions, headlines.)
IX. Help page editors design sections using good layout techniques.
X. Coordinate with the business editor to place advertisements on the pages. 
XI. Bring all potential ethics violations to the attention of the Editors-in-Chief.
XII. Work with advisers to ensure that deadlines for both online and print articles are staggered and as efficient as possible.
Web Managing Editor: Web managing editors are responsible for the day-to-day operations of the web’s production. His or her job is to ensure that web section editors are doing the following: tracking and giving guidance on stories for web publication, editing for content and style and uploading print articles to the website.  The managing editor understands how to swiftly upload articles/photos and maintain the site, how pictures and stories should be arranged in an effective manner and how information on the page should best be presented for clarity and readability. In addition to those responsibilities, the Web Managing Editor must do the following:


I. Set deadlines and communicate with the staff and the school, when appropriate, all those dates and deadlines.
II. Assist section editors in keeping track of writers and the progress of individual departments. 
III. Check in with adviser to make sure all articles with rubrics have been turned in. 
IV. Make sure all section editors have turned in photo and graphic requests to photography/graphics editors.
V. Responsible for the aesthetics as well as the functionality of the site. Work directly with the web master to coordinate the format, vision, and design of the site. 
VI. Assist in uploading stories when necessary.
VII. Maintain the storyboard.
VIII. Bring all potential ethics violations to the attention of the Editors-in-Chief.
IX. Work with advisers to ensure that deadlines for both online and print articles are staggered and as efficient as possible. 




