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       Any number of sources will give you a list of staff positions and responsibilities.  
Over the years I have assembled a list of job descriptions that is a combination of the 
sage advice offered by journalism professors, schools and textbooks and 13 years’ worth 
of trial and error.  Again, these are guidelines.  If I’ve learned anything from working 
with students, it is that each staff is different.  
 

EDITOR IN CHIEF    
 

Job description: 
 assumes responsibility for the publication, its staff and its content 
 serves as the spokesperson for the staff 
 sets the tone for the staff 
 represents the staff in meetings with administration and the community  
 conducts budget meetings and then posts assignments and due dates  
 conducts meetings with the other editors to check on the progress being 

made by the staff  and to get briefings on content of all stories on the 
budget   

 oversees the copy editors, who will be reading reporters’ copy for content, clarity, accuracy, 
grammar, spelling, and style  

 performs duties of other staff members, as needed, to make sure deadlines are met and to 
ensure the production of the best publication possible  

 responsible for overseeing layout of pages  
 may also write stories and headlines 
 gives staff guidance and makes suggestions for improvement – a.k.a. head cheerleader and 

moral officer  
 critiques staffers performance in a positive manner  
 reports any problems to the adviser  
 Meets with staff after paper comes out for a post-production analysis.  



 

MANAGING EDITOR  
 

Job description: 
 oversees the day-to-day running of the newsroom 
 oversees supplies and equipment  
 oversees the business manager  
 checks with section editors to make sure staff members are making deadlines for 

layout, stories, cutlines, and ad makeup 
 oversees the photo editor to make sure all stories have art (photos, graphics, tables, 

etc.) by deadline  
 reports any problems to editor in chief 
 oversees advance publicity for upcoming issues and assists staff in preparing for 

paper sales (6 issues a year) 
 oversees the staff to make sure they are on task and using classroom time wisely  
 
 

NEWS, FEATURES,  SPORTS EDITORS 
 

 Assumes responsibility for a section or a 
page, its staff, and its content 

 Keeps track of all stories and their 
deadlines on the budget sheet  

 Keeps editor in chief informed about the 
progress of each story 

 Conducts meetings as needed with staff 
members  

 Performs duties of other staff members, as 
needed, to ensure the production of the best 
newspaper possible  

 Writes and edits stories  
 Assists in headline writing  
 

 Assumes responsibility for layout of pages 
in section  

 Gives staff specific instructions about 
content possibilities and length 

 Assists staff members with rewrite  
 Regularly checks with reporters and 

photographers about status of assignments  
 Edits all assignments, including photos, all 

of which must pass through the managing 
editor or the editor in chief, the adviser or 
both. 

 Meets with staff after paper comes out for a 
post-production analysis.  

 
 

 

EDITORIAL AND OPINIONS EDITOR 
 

 Assumes responsibility for the editorial section, its staff and its content  
 Performs duties of staff members, as needed, to ensure the production of the best possible 

newspaper 
 Writes and/or edits editorials, columns, letters to the editor and oversees content of editorial 

cartoons. 
 Works closely with staff and checks regularly on their status  
 Edits all assignments, shows good judgment, and makes sure all copy passes through the 

editor in chief and the adviser to ensure all copy is free from libel and conforms to staff 
policies.  

 Meets with staff after paper comes out for a post-production analysis.  
 



STAFF WRITERS   
(THINK OF THEM AS YOUR BULL PEN)  
 

 Suggest ideas for each issue at the budget meeting.  Responsible for coming up with 
interesting ideas for stories, photos, or page layouts. 

 Write stories, conduct interviews, and do the “legwork” (research and tracking down 
information) needed to make sure stories are accurate, fair, and balanced.  

 Accept responsibility for writing all assigned stories, cutlines and headlines by designated 
deadlines. This may also include entering a story into the computer.   

 Self edits stories for grammar, spelling, punctuation and Associated Press style.  
 Learn from past errors so as not to repeat same errors 

 
 


