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Division Newsletter Editor
Job Description
JOB TITLE: 


Division Newsletter Editor

TERM OF OFFICE:

Co-opted for 1 year and renewed annually up to 4 




years

RESPONSIBLE TO:
Division Chair

WORKING WITH:

Division Manager and Executive Committee 





members

TIME COMMITMENT:
No less than 0.5 PA per month
OVERVIEW:
The South Eastern Division aims to publish an eNewsletter three times a year, usually in spring and autumn prior to the biannual meetings, and at Christmas.  Articles for the newsletter are provided by Executive Committee members, the wider Division membership and other sources.  

The Newsletter is an in-house publication in that it is distributed by the staff in the Division office to all members in South Eastern Division via email – a total circulation list of just under 2000 members. 
JOB PURPOSE AND KEY RESPONSIBILITIES: 

The newsletter is intended to be a communication for all members to contribute articles, air their views on current issues, advertise events and share a whole range of useful information with colleagues in the South Eastern Division.  The Newsletter is edited by a member of the Executive Committee who is responsible for:

· Encouraging various contributors, such as members of the Executive Committee; the wider membership of the Division; trainees (who do not need to be members of the College); service users; carers and poets etc to provide articles and relevant information.

· Arranging in advance of each biannual meeting for a member of the Executive Committee to prepare a review of the conference as well as encouraging members who attend to provide comments if they wish to, either anonymously or otherwise.
· Working closely with the Division Manager who is responsible for the design and layout of the publication.
· Working closely with the Leads to ensure that future conferences and events are appropriately advertised with sufficient information to attract the maximum attendance.
· Editing all articles prior to publication to ensure that they are appropriate, any relevant acknowledgements are made and copyright laws are not infringed, as well as checking on style and content before publication.
· Finalising and agreeing the final content/layout and writing the editorial in each issue.
Our Values and Behaviours 

We promote a culture that is positive, empowering and enabling, in a way that promotes an excellent member and staff experience, as well as excellence in psychiatry and wider mental health services, for the benefit of patients.  

 

Our culture is underpinned by our C.I.R.C.L.E. values.  

 

 

All Senior College Office Holders and Other College Post Holders must live out our values of: 

· Courage 

· Innovation 

· Respect 

· Collaboration 

· Learning 

· Excellence. 
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