[image: ]
Job Specification - Newsletter Editor 

	Post title 
	Newsletter Editor  

	Department/Division 
	Admin

	Responsible to 
	General Secretary 



	Role Purpose 

	· To work closely with the General Secretary in producing monthly newsletters internally and externally. 



	Role Outline 

	Key responsibilities and objectives of the job:
· To work closely with the Admin team. 
· Attend meetings with the Admin team to discuss future projects. 
· To promptly upload content on MAA’s Admin drive. 
· To be dynamic, creative and adaptable in the topics they choose to write about 
· To work with the Admin; Fundraising team to create and design monthly newsletters internally and externally.  
· Have opportunities to create any other written content for MAA, given the approval by the General Secretary and Chair. 

Key Skills
· Organisation
· Team Work
· Communication- Written 
· Time Management
· Attention to detail

Essential Experience
· Ability to prioritise workload

Desirable Characteristics
· Punctuality
· Enthusiasm
· Efficiency 
· Decisive
· Impartiality, fairness and the ability to respect confidences
· Approachable and sensitive to the feelings of others
· Ability to work well with the lead
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