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Newsletter Editor Job Description

	Title of the Position
	Purpose of the Job

	Newsletter Editor
	Design and distribute the BEHS newsletter.


Responsibilities 

The Newsletter Editor shall:

· Design the layout and format for the BEHS newsletter.

· Read the BEHS email lists to gather information for the newsletter.

· Solicit the following information for the newsletter:

· Financial report from the Treasurer

· Membership report from the Executive Vice President

· List of upcoming fundraisers from the Executive Vice President

· Equine report (horses adopted, horses into the organization, etc.) from the Vice President – Equine Coordinator.

· List of booth opportunities needing volunteers from the Booth Coordinator

· Other relevant information as needed

· Compile a monthly newsletter and submit the rough draft to the President at least one week before the newsletter release date (The newsletters shall be released on the 1st of each month)

Qualifications for the Job

The candidate for this position must:

· Be paid member of Bluebonnet Equine Humane Society, Inc. for at least 6 months prior to assuming this position.

· Remain a current, paid member of Bluebonnet Equine Humane Society, Inc. in good standing.

· Experience in newsletter design and layout

· Access to software for designing the newsletter

· Ability to communicate with officers, staff members, and committee chairpeople

· Impeccable spelling and grammatical skills.
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