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	JOB TITLE:  EDITOR

	COMMITTEE RESPONSIBILITY: PUBLICATION COMMITTEE

	ISSUE DATE:  9/94                    REVISION DATE:   5/95 / 9/08  /      

	JOB REPORTS TO: BOARD OF DIRECTORS


ACCOUNTABILITY STANDARDS:

The editor with a committee of his/her choosing will edit and publish all publications of RMPANA and its districts.  This includes the RMPANA newsletter, “The Air Exchange”.  The editor will be appointed by the President and will be a voting member of the Board of Directors.

PREREQUISITES:


1.    Agrees to a one year commitment to the committee.


2.
The editor will be aware of professional and educational needs of 


the Perianesthesia nurse and related health care providers.


3.
Possesses experience with newsletter preparation either 



through education, employment, or organizational activity.


4.
Displays strong writing skills, including knowledge of grammar, 


spelling, sentence structure and punctuation.

      5.
Will be knowledgeable of what constitutes plagiarism and about copyright laws. 


6.
Mentors successor on newsletter format, printing, and mailing.

SPECIFIC JOB DUTIES/RESPONSIBILITIES:


1.
Sets goals for the year and assign specific responsibilities to various members of the committee.


2.
Prepares annual budget projections and present at Fall Board 



meeting (i.e. printing, postage, office supplies).

3.
Will be responsible for the editorial content and format of all submitted articles.


4.
Assures the content is in accord with RMPANA goals, policies, and philosophies.  Consults with appropriate leadership as necessary.


5.
Meets deadlines to ensure “The Air Exchange” publication occurs as determined yearly by the Board of Directors.

6.
Secures and maintain necessary copyright permissions.


7.
Grants appropriate permissions to requests to reprint from 



“The Air Exchange”.


8.
Actively seeks input for the newsletter from the Districts, from 


those required to submit articles for each publication, and from 


the membership at large.


9
Promotes ASPAN’s activities to the RMPANA membership.


10.
Maintains a file of all correspondence regarding the publication.


11.
Keeps a copy of all “The Air Exchange” publications.


12.
Obtains updated membership lists from ASPAN’s membership liaison    

staff at least twice a year.


13.
Coordinates vendor sponsorship and advertising in the newsletter.


14.
Submits bills for expenses to RMPANA treasurer on the Expense 


reimbursement form along with receipts. 
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