Omega Phi Alpha – Position Description

Title: Chevron Editor
General Purpose of Position:

The Chevron Editor is responsible for creating, requesting, and organizing content for four Chevron issues per year.  She coordinates all processes needed for production of these issues.
Classification:  Appointment
Level: National
Relationships to Other Jobs:

Appointed by: 
VP Communications
Accountable to:
VP Communications 

Support from:
VP Communications
Works with:
VP Communications, Chevron Layout Editor, and Chevron Content Editor
Term of Service:
1 year(s) from July to July.  Maybe reappointed subject to yearly evaluation and other considerations.  
Time Commitment: 
approx. 10 hours per issue.
Required Qualifications:  
· Any active or alumna member of Omega Phi Alpha may serve in a national appointed position.
Preferred Knowledge/Abilities/Experiences:

· Experience with newsletter design and maintenance 

· Basic editing skills

· Excellent communication and written skills

· Familiarity with OPA’s standard operating procedures and content guidelines

· Professional communication with vendors

Duties and Responsibilities:
General Duties

· It shall be the duty of all elected and appointed officers of Omega Phi Alpha to perform all duties to the best of their abilities, to obey and uphold the constitution and principles of Omega Phi Alpha.  
· Submit a written annual and midyear report to the VP Communications by the deadlines set by the VP Communications.
· Submit monthly progress and summary reports to the VP Communications.
Editor duties

· Request articles and materials 
· Receive, document, organize and forward for editing
· Coordinate the process for file transfer between Chevron team members.
· Approve any submissions and determine content for each issue.
· Provide layout direction and summary for the layout editor.
· Review drafts and approve final version
· Request mailing list from database administrator and forward to mailing house 
· Forward and coordinate printing and distribution of Chevron
Convention/ Midyear Attendance required?  No/ No
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