Corvallis Art Guild

Newsletter Editor

Job Description

The newsletter editor is responsible for seeing that the Guild’s newsletter “Brush Strokes” is published on a regular timely basis and provides the membership with accurate information that will inform them of the activities and programs of the organization.

Publishes newsletter approximately 7-8 times per year, sets newsletter deadlines for submissions, solicits for newsletter content, edits content for relevance to GPFS mission, arranges for pick up of galleys by printer, who prints, collates and does mailing, makes

The newsletter editor’s responsibilities are as follows:

1. Attends CAG Board meetings to be informed of programs and activities of the newsletter.

2.  Establishes and enforces deadlines for submission of material for each edition, and provides timely reminders of the deadline to the members responsible for the following reports:
· President’s column 

· Program Chair 

· Membership report  (new members)
· Jury Committee

· Exhibit Chair
· Outreach report: Workshops, Calls to Artists, Critique Groups, etc.
· Social report: news about our members, etc. 

· Art education in the schools report 

Obtains current information for “Hanging Around Town” page from the Exhibit Chair.
3. Obtains information from the Program Chair(s) in order to publicize upcoming monthly programs.

4. Informs the membership of deadlines for submittals and solicits for newsletter content on a regular timely basis.
5. Uses a publishing program to compose the monthly newsletter, updating each issue with the correct Volume and Issue. It normally contains 4 pages; 2 for a non-meeting month.

6.  Sends final version of Brushstrokes to the Web Master so as to be included in the CAG Web Site.

· Delivers completed newsletter to Henderson’s Copies (either hard copy or digital PDF of MS Publisher file – digital is best) about three days before the day it is to be mailed. For a 4-page issue,  they print copy double-sided on 11” x 17” paper and folds page in half.  CAG has an account with Henderson’s so they will bill the Guild. Inform Henderson’s of new Treasurer when a change in the office is made.
· Coordinates with Membership Chair to receive address labels in a timely manner.

· Purchases stamps at Post Office. Presents receipt to Treasurer for reimbursement.

· Picks up printed newsletters from copy shop, folds them, applies labels and stamps and mails them out at least five days before the next general meeting (seven days is preferable).

· Places extra copies in the ArtCentric rack by the front door and provides a few at the general meeting as well for visitors.

Maintains archive of past newsletters and programs and any pertinent news clippings of  CAG events.

Liaises with

· all writers of regular columns and reports 

Uses procedures and demonstrates skills as follows:

· desktop publishing skills: experience with PageMaker, Quark, Publisher or Photoshop is helpful 

· excellent writing skills: English grammar, spelling, puncuation 

· organizational & time management skills 

· has e-mail capability

