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Role Description

Position Title:
Publications Editor

Key Relationships 

Reports to:
Publications Committee

On Employment Disputes:
VUWSA President

Subordinates:
Production Manager, News Editor, Feature Writers, Distribution Manager

	Works with:
	VUWSA President

VUWSA Executive

	
	Salient Volunteer Staff

	
	VUWSA Accounts Clerk

	
	VUWSA Sponsorship and Advertising Manager

	
	Ngai Tauira Representatives

	
	VUWSA Campus Activities Co-ordinator



	
	VUWSA Clubs Development Officer

	
	Publications Committee

	
	VUWSA Association Coordinator

	
	VUWSA Returning Officer

	
	

	Employment responsibilities:
	Editorial Responsibility for Salient

	
	Purchasing, Staff

	
	Compliance with Salient Charter

	
	Salient Orientation Issue



	
	VUWSA Student Guide

	
	VUWSA Handbook Diary



	
	VUWSA Wall Planner

	
	Maori Edition of Salient (Te Ao Marama)

	


Role Purpose and Scope
The Editor is responsible to the President and Publications Committee for all aspects of the management, production and content of the Association's regular publications, including but not limited to Salient, the VUWSA Handbook Diary, the VUWSA Student Guide, and the Wall planner. By agreement between the employer and the Publications Editor, the editor will also take on responsibility for other, irregular VUWSA publications.
Functions performed in the execution of the Editor’s job shall include:

· Overseeing the production of all issues of Salient throughout the calendar year, as well as the Handbook Diary, the Student Guide and the Wall planner. The first issue of Salient is to be ready for distribution during enrolment, the second and subsequent issues to be distributed at the beginning of each week of lectures held by VUW.

· Ensuring the distribution of Salient around Karori, Pipitea and Kelburn VUW campuses on Monday of each publication week. In addition, the Editor shall ensure the deposit of each edition of Salient with legally required organisations (i.e. Legal Deposit Office, Other Student Associations and subscribers. 

· Ensuring printing deadlines are met for agreed dates of distribution, and within budgeting constraints

· Maximising student input and involvement in writing for and the production of Salient including the recruitment and supervision of paid and voluntary staff, training staff, and ensuring the smooth and efficient running of the Salient office, and making it a pleasant working environment.

· Ensuring that students are properly informed of the activities of the Association and it’s Executive, thus ensuring proper accountability, and giving reasonable coverage to the activities and goals of the Association.

· Ensuring coverage of all meetings of the Students’ Association, the Executive, the Council of Student Delegates, the University Council and Academic Board, and any other deemed necessary.

· Ensure the liaison with sections of the Students’ Association to ensure coverage of their activities, in the above publications.

· Keeping informed on issues and events affecting students so that these can be suitably covered in Salient including but not limited to; liaising with the University, the Ministry of Education and other organisations to gain this information.

· Ensuring students on campus have a chance to express their ideas and views, and publicise their activities through Salient.

· Consolidating contributions from various sources, writing introductions, headlines and captions, and writing additional material as required to generate the finished product.

· Ensuring that no libellous material is printed, consulting with lawyers where necessary.

· Ultimately determining the final form of each issue, including size of issue, page plan, and colour within budgetary restraints; determining the final content of issue, to ensure coverage of recent events, and a variety of topics and styles.

· Monitoring the income and expenditure of Salient, and, in consultation with the Publications Committee, making budget revisions where it becomes clear that, due to matters out of the Editor’s control, the budget will not be met.

· Assisting the Advertising and Sponsorship Manager in the review and maintenance of advertising rates and conditions, in consultation with the Publications Committee.

· Appointment of Salient Publications Staff, in consultation with the Publications Committee and VUWSA President

· Assisting the Publications Committee and VUWSA with the setting of the Salient Budget

· Assisting with the recruitment and training of the incoming Salient Editor at the end of the year.

· Responsible for compliance of Salient within the terms of the Salient Charter

· Presenting regular management reports to the Publications Committee, detailing new initiatives, staff changes, major and/or unusual expenditure and general management details.

Restrictions
In the production of Salient:

The Editor shall have full editorial autonomy provided that:

· Annual details of print run, number of pages per issue and advertising rates/percentage shall be determined at the beginning of the year, and reviewed as appropriate, by the Publications Committee.  

· The Editor shall have the discretion to change the number of pages, prior to acceptance by the Publications Committee, provided this does not adversely affect the overall Salient budget (see attachment 3).

· In determining the content and acceptability of any article or item, the Editor shall have regard to the Goals of the Association, the Human Rights Act, the Race Relations Act, current defamation laws, and Te Tiriti o Waitangi.

All Letters of Appointment  for subordinate employees under the Salient Editor shall be presented to the VUWSA President and the VUWSA Accounts Clerk

· All issues of Salient shall contain:

· President's Column (unedited subject to libel laws and length in consultation)

· News of interest to Students

· Coverage of Education and Welfare Issues

· Coverage of Student Club and Association Activities

· Notices Page

· Letters to the Editor

· A What’s Happening on Campus Guide

unless none of the above are supplied to the Editor a reasonable period before publication.

· Specified issues of Salient shall contain:

· Notices of Initial General Meeting

· Notices of Annual General Meeting

· Notices of Special General Meetings

· Notices of VUWSA Elections

· Election supplement under authority of Returning Officer

In the production of the Handbook Diary, the Wall Planner, and the Student Guide:

· The Editor shall work with a VUWSA appointed delegate of the VUWSA Executive in the production of these publications. 

· The Publications Editor and the VUWSA Executive shall cooperate to produce the highest quality publications possible, including regularly consulting each other on how best to achieve this.

· The Editor has ultimate responsibility for the formatting, design, and ordering of these publications.

· The Executive (or its delegated representative) has ultimate responsibility for the content of these publications, and must approve by a motion passed in a VUWSA executive meeting the content before publication.

· The Editor is responsible for ensuring that the publications are produced to the highest quality possible, and sent to the printers on time. 

· The Editor shall recognise that the VUWSA Executive is responsible for the publications’ promotion and distribution.

Key Competencies 

· Recognition of the value of effective reporting of management and financial information

· Ability to communicate clearly and accurately and show patience and courtesy when working with people

· Ability to work within and contribute to the Salient team and take on the Salient philosophy

· Ability to set and manage deadlines, balance staff workload within employment parameters.

· Innovation. Proactively questions the way things are presently done, generating new and creative ideas to improve the status quo. Learns from mistakes and develops new solutions that are not limited by previous solutions. Identifies new opportunities and accepts new challenges.

· Communication. Ability to communicate with a wide range of people in all situations, both orally and in writing. Able to clearly and articulately express goals and direction to staff, colleagues and other partners such as printers, advertisers and contributors.

· Management. Ability to delegate to and manage paid writing and design staff and coordinate volunteers
· Relationship Building. Builds and maintains positive relationships and networks useful to achieving objectives. 

Education, Experience and Knowledge required

· Experience in student journalism, and an in-depth understanding of student organisations and universities

· Excellent writing skills, including news and feature writing

· Excellent planning, organisational, dispute resolution, human resource management and financial ability

· Experience with desktop publishing on Macintosh equipment

Conditions of Employment

	Tenure:
	Fixed-term, variable hours

	Period of Employment:
	The Publications Editor will need to be available for recruitment of staff in January of the year of tenure; full-time employment commences three weeks in advance of the first production week, and continues until the Friday of the week of distribution of the last issue. The Editor will then be employed half-time for six weeks to complete the Handbook Diary and Wallplanner, and assist the transition for the incoming Editor. During the production period of Salient, the Editor will work for at least thirty-two hours per week, ideally within the hours of Monday to Friday between the hours of 9:00am and 5:00pm.

	Remuneration:
	Step One, as disclosed in the current CEA

	Annual Leave:
	This position will be entitled to fifteen (15) working days annual leave.

	Resignation:
	Four weeks’ notice in writing to the President, which may be shortened at the discretion of the President, in line with the CEA.




Appendices

APPENDIX A:

Code of Conduct

APPENDIX B:

Salient Charter

APPENDIX C:

Salient Budget for preceding year (as a guide)
APPENDIX A: Code of Conduct

1.
Interpersonal relationships


All staff have an expectation of working in a safe environment. This includes personal, health and safety, and environmental issues. No staff member should endanger the physical or emotional safety of another staff member. If staff members feel that their safety has been compromised they should seek immediate resolution of the problem from their supervisor. In the event of a staff member wishing to challenge the behaviour of their supervisor they are directed to discuss the issue with the President (or the Vice-President if the issue concerns the President).

2.
Conflicts of interest


No staff member is to engage in any activity in which they have the opportunity for personal gain without first notifying that interest to their supervisor and gaining approval to proceed. Notifications of conflicts of interest should be identified to the President as soon as practically possible.  This includes contra-deals (goods in exchange for services).

3.
Use of office property


No staff member shall use Salient office equipment for their own pecuniary gain without the express permission of the President (acting as employers’ agent). No staff member is permitted to remove Salient Property from the Union Building without express permission of the President.

4.
Expenditure


All Salient expenditure shall be recorded and passed to the Accounting Coordinator for payment by means of the VUWSA order book. Delegated employees must gain approval of a person authorised to approve expenditure prior to purchasing goods on behalf of Salient. The Accounting Coordinator may request additional written verification (such as taxi claim forms, function expenses to be itemised) of expenditure.


Expenditure for entertainment and other personal expenses (such as taxi travel not related to the performance of duties) will not be authorised unless express permission is gained from the President prior to purchase.

APPENDIX B: Salient Charter (Current as of August 1 2007)

1. The Editor shall determine the form and content of Salient with complete freedom from political interference.

2. The Association has the right to expect reasonable coverage of the year’s priority goals. The Editor retains control of the form that this coverage takes.

3. There will be an annual Te Reo Maori issue for which Ngai Tauira will take joint editorial responsibility with the current Publications Editor. Ultimate editorial responsibility will remain with the Publications Editor.

4. The Editor will be appointed by the Publications Editor Appointment Sub-Committee in the second trimester of each year for the following year.

5. The Editor will be employed on a contract negotiated between the Editor and the Executive, outlining pay, conditions and responsibilities. Nothing in the contract may negate or contradict this Charter.

6. If a contract cannot be settled, the matter will be referred to an independent arbitrator agreed on by both parties.

7. The Editor will appoint, and be responsible for, their own staff.

8. These staff members are employees of VUWSA, and both the Editor and the Association have a responsibility to provide satisfactory working conditions.

9. The Publications Committee will be available to mediate in any disputes between the Editor and their staff.

10. Two weeks notice is required in the event of a staff member’s dismissal or resignation. In the event of the latter, all effort possible should be made to train a successor.

11. Salient has the right to criticise and comment on the performance of the Association and its officers.

12. The President and Executive shall keep the Editor regularly informed of Association business. Any deadlines for information set by the Editor should be respected.

13. Salient staff are entitled to attend all meetings of the Executive and the Council of Student Delegates. The Editor, or in their absence, any person delegated by the Editor, is entitled to remain in the meeting if it moves into committee. They may not report on the content of any discussion in committee, but may criticise the decision to go into committee.

14. Salient is entitled to adequate accommodation, furnishings and equipment, to be provided by the Association, equivalent to the current standard.

15. The Editor and any staff they wish, will have access to the Salient Office and the Association photocopier at any time.

16. Because of its role in all goals of the Association, Salient is entitled to adequate funding by the Association.

17. Once the budget is set, the Editor is responsible to the Publications Committee for it, and may spend it at their own discretion. This implies a requirement for responsible management of the paper.
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