Editor, New Zealand Archer Position Description
The Editor must be affiliated to Archery New Zealand and plays a key role in the strategic goal of improving communications with members, key stakeholders and the wider world.
Responsible To

The Editor is directly responsible to the Board of Archery New Zealand.
Tenure:
 1 year appointed by the Board of Archery New Zealand Inc. 

Responsibilities and Duties 

The Editor should: 

· for producing four high-quality online magazines per year (or as directed by the Board), in the time brackets of: December/January/February | March/April/May | June/July/August | September/October/November

· include specific items as requested by the Board including advertisements for vacant or to be elected positions;

· to ensure each contribution is grammatically correct and spelt accurately;

· solicit articles of interest from Commissions, clubs or members;
· reproduce to the highest quality possible and with as topical an interest as possible, photos of Archery NZ members;

· encourage letters and other items of interest from Archery NZ members or from archers in associations affiliated to World Archery;

· seek advertising for the Archer;

· include articles, stories of members who, eg shoot field, excel in another sport beside archery, etc;

· actively co-operate with and/or initiate work with the web site staff;

· to publish entries on the Archery NZ Facebook Page;
· Manage subscription lists in the Magazine website and the magazine MailChimp list and to promote subscriptions where possible;
· submit regular reports to Board on the overall state of the magazine;

· evaluate personal performance annually reporting to the Board and ensure succession of own position if applicable;
· review own position description annually to ensure accuracy and submit potential changes to the Executive Committee.

Knowledge and Skills Desired: 

Ideally is someone who:

· can communicate effectively;
· is positive and enthusiastic;
· is well organised and can provide a high quality archery magazine.
Time Commitment Required
The estimated time commitment required as the editor of the New Zealand Archer is 5 hours a month for the NZ Archer website/Facebook maintenance, and usually 25 hours leading up to and including online publication of the magazine including MailChimp and Subscription maintenance.
Voting:

Not a member of the Board therefore no voting rights
Description of NZ Archer Role:

The role includes soliciting articles from archers and clubs and the Board all around the country in the months leading up to a deadline, reminding key stakeholders of the deadline, raising advertising, and adding in articles and photographs if required.

The NZ Archer is produced currently in an Adobe InDesign template (INDD file) which is then exported into a PDF file. This PDF is uploaded onto an online flipbook website where it is hosted, and then it is embedded into the Magazine.archerynz.co.nz website.

Once the magazine is uploaded and published to subscribers, a MailChimp email is sent to all subscribers alerting them to the latest issue, as well as a Facebook post.

During months where no magazine is due, 2-3 articles from previous magazines should be published on the magazine website as available to all (not restricted as magazine posts are) and an accompanying Facebook post should be created.

The NZ Archer magazine website is hosted by Smokey Lemon and is built on a WordPress platform which is easy to use and simple to maintain.

Archery NZ administration should alert the Editor regarding new subscriptions, and confirm payment of any subscriptions that are created on the website and emailed through to editor@archerynz.co.nz. Those new subscriptions should be added to the WordPress user list as a new subscriber and activated with a sample password, and then added to the MailChimp email list.

Each year in September Archery NZ should provide to the Editor a full list of all subscribers, which need to be matched against the MailChimp and WordPress User list and any lapsed subscriptions should be made inactive.

