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Description: Newsletter Editor for the Rotary Club of Sebastopol Sunrise.

Mission: Publish essential, timely, and interesting Club news via a newsletter.

Essential Duties: (any or all of these duties may be delegated or shared with other members)

1. Attend weekly meetings to gather information for the newsletter.

2. Take photographs of key scenes (President, Speaker, Recognized Rotarians, etc).

3. Capture text description of meeting, program, and recognition.  

4. Assemble text and photos into a composite document.

a. Download photos from camera to PC.

b. Use word processing tool to write and format newsletter.

5. Publish the newsletter

a. Able to upload to Web Site

b. Able to use alternative method such as printing and mailing if not via Web Site

6. Notify the Club that the document is available.

7. Ensure the newsletter comes out on a regular basis (schedule known to members).

8. Tie newsletter to other Club and RI events.

9. Works with Public Relations to share news and photos for press releases.

10. Recruits replacement and involves recruit in on-the-job training.

