S I News Editor, Job Description

This job description describes the job as I have developed it over the last 5 years along with some of the problems encountered.  Over the years SI News has changed dependent on the editor in charge.  It is expected that as it moves on it will change again.  What is described here is what I have found works for me with the facilities that I have got.  What I am doing now would not have been possible 20 years ago.  At the end is an outline of my expectations of the editor.

History of SI News

SI News started as a short newsletter sent out to members back in 1968.  It was then taken up again and became regular in 1974 coming out twice a year.  As Servas membership grew, so the distribution became more onerous and costly.  By 1992 it was decided to cut down publication to once a year, to be done at the end of the year ready for the next year.  This method now continues for the paper copy.  As the internet improved so there were greater communication links.  In 2004 it was suggested that there should be a more regular SI News on the internet.  This was then started in 2005 as the Servas Monthly News which has since then been published nearly every month - sometimes time constraints are such that I have put two months together.

The original copies are currently in a box in Italy and have been scanned onto the website.  

Editor job

The job of SI News Editor divides into 2 parts:

a)
Editor of the once yearly, hard copy SI News

b)
Editor of the monthly Servas Monthly News which goes on the Servas website.

These two are interlinked by sharing articles.

a)
SI News

SI News is a 24 page hard copy newsletter/magazine in black and white which is produced at the end of the year and distributed at the start of the next year. It is in three languages: English, French and Spanish. It is put on line on the Servas website for the public to see.  It is available on a CD for those countries who will do their own printing and for those countries who want a back up in case they need more copies.

Problem: It is expected that every Servas member - travellers, hosts and associate members -  should get a copy as this is, in many cases, the only means of communication for some people. This is disputed by some countries who refuse to give out hard copy and expect their members to access it on line, whether by having it sent to them or giving them the website link. However it is far too large a file for an email. Some countries say that as none of the languages of SI News is the main language of their compatriots so they do not have to distribute it. This is despite people still enjoying getting it, maybe to practice their English or see the picture  their travellers took. Other countries do not distribute it unless people come to meetings, difficult if they cannot get to the meeting, or unless people ask for it, difficult if they do not know that it exists because they have never seen it.

It is: 


· 24 page because that is what the country contacts said they liked.

· in black and white because that is cheaper than colour.

· A4 because that is what my printer in England uses and is also a general international size.

· 80gwt paper because that is what my printer uses and says lighter weight paper is much more expensive.

· in 3 languages because that is what has been developed over the years

· in Word because that is used by many people, is acceptable by the printer, has file sizes much smaller than Publisher, needed when sending pages for translation.

Production of SI News, schedule

Mid October
Email sent to all Nat Secs/country contacts asking for:

· any articles they want to send with deadline of 30 November

· number of copies required for hard copy and CD with deadline of 31 December

· name, postal address and email address of contact, deadline mid January

Email to all French and Spanish translators asking if they wish to continue. Email to include schedule and basic requirements

Review numbers and request suggestions for more if needed.

November
Chase up email:

· to all contacts who have not replied

· to those who promised articles

· to Exco for their reports

· to translators who have not replied

· put numbers and contacts onto a spreadsheet

· put contacts and addresses onto a table

30 November
Deadline for anything to be included.

1 December
Work on layout of SI News, use previous copies to give both continuity and change


Plan out roughly which articles to put on which pages  Put all on a rough paper plan

2 - 31 December
Aim to produce a page a day (fitting in with work etc), prefer to finish before Dec 31.

In doing a page consideration is given to French and Spanish translations being longer.  

Each page is a specific topic which does not flow over onto another page - I find it very annoying to have to find where an article is continued.

Once a page is complete it is sent to French and Spanish translators.  They are given a maximum of 2 weeks to complete the translation, some do it in a day.

A spread sheet is made to record what is sent, when it is sent and when it is returned.

Returned translations are checked for accuracy and how well they fit the page.  They are expected to keep within the limits of the page.  Some find this difficult.  Experienced translators who know the system are allowed to play with the margin settings and font sizes to get it to fit.  Inexperienced ones leave it to me.  If necessary I sometimes have to remove the odd word to make it fit but still look as if it is original

1 -15 January
The English edition is proof read (usually by me), the final corrected version printed and put on a CD.  This CD and print copy is sent to the printing company.  They check it through, make a proof copy and return to me for checking.


Once I have checked the print run can start, so long as numbers required available.


Request an initial small print run of copies to go with the CDs.

15 January
All translations should be returned.  

This date has taken account of various holidays in France, South America and Spain.

Translators who have not returned their scripts are chased up.  (Some have not read the instructions and have been known to think they have until the distribution date in March!)

16 - 30 January
French and Spanish copies are put together with printed copy and CD.

These are sent to the printer along with the numbers required..

When up north near the printer I collect the small print run.

February
Make CDs with all three languages for those countries requiring them.  Priority to those who will print their own copies.


Send by airmail the CD and 1 English copy to all those who requested it.


Chase up country contacts who have not given postal contact.

End February
SI News is delivered by the printer to my house.  Fill up sitting room!

March
Using details sent by country contacts packing and postage is done.



This is completed before the end of March.


Packing is done by using old boxes and envelopes.  The only new item is packing tape.


Large items go in Royal Mail bags to keep within their economy rate.


Postage is through Royal Mail using an economy business rate.


To keep costs down by sharing, if possible Servas Britain host lists go with the SI News

After March
There are the odd requirements throughout the year.  I do these until spares are finished.

Costs:
Main expenses are printing and postage.  Small expenses include packing tape, CDs, ink and paper for my printer, phone calls.  Items are posted near work so I do not usually bother claiming for travel.  To help with payments I have had a local bank account.  To save bank charges the Servas Britain stamp fees go into this account and the remainder of the money comes as a pre-payment grant from SI.

b)
Servas Monthly News  (SMN)



Servas Monthly News is in the region of 10 pages for publication on the Servas website on the newsletter link.  It tries to cover topics from the previous month along with publicity for events in the future.  If there has been a good travel report this may be divided up to cover several months.  Some future events such as the Youth Events get major publicity with a section at the end devoted to them and their registration forms.  Pictures are encouraged, however they must be of fairly low resolution to enable sending the file.  SMN is published at the end of the month and is sent to an ict team member to put on the web - Uwe Federer.

Currently SMN is produced in a format very similar to SI News.  Time constraints have been such that it has not been re-vamped to make it more internet friendly.

Expectations and Requirements for SI News/Servas Monthly News Editor

Note: this is a non-paying post for which funds are available for printing, packing and postage together with reasonable expenses as shown in the costs section.

The Editor should have/needs:

· English, French or Spanish as a first language with some knowledge of the other two languages.  The first language should be of a high level of competence.

· Preferably some editorial experience so as to be able to summarize items when necessary and to be able to lay out to an acceptable standard

· Reasonable writing skills such as for doing the occasional article and the editorial.

· Ability to keep in the background as this newsletter is written by the contributors and not the editor.

· To be IT literate at least with word processing but preferably with rather wider skills to include spreadsheets and use of a range of programs such as graphics.

· To be competent with numbers and money when dealing with postage, packing and keeping within financial restraints

· A computer that runs Word or some compatible program.  Note Publisher generates files that are too large for ease of sending especially to translators not on broadband or who do not have Publisher.

· Computer to have a CD writing package. If it can do .pdf as well then all the better.

· Internet access and broadband.  Broadband essential for some of the items that come and for sending.  Most of the work is done via the internet.  24/7 access is preferable.

· Space for packing and postage

· Access to a carrier with reasonable prices - I had to do quite a bit of research on this for Britain

· Access to a printing company with reasonable prices - we already had one for Servas Britain

· Be capable of leading the two teams of translators and keeping them on time and on task including chasing up all those who lag behind or provide work of a poor standard

· Be capable of keeping to very rigid time limits to ensure SI News is despatched by March at the latest.

· Ample time to be able to cover the work involved, up to 4 days a month for Servas Monthly News and blocks of time for 6 months for SI News.  (Trying to do it alongside a full time job is nearly impossible, although I have done it for a short while)

· Capability to take on the reins of the job as it is and develop it further, bringing all parts more up to date, especially the monthly website files.

To finalise:

Overall this has been a very rewarding if exhausting job.  One thinks one is getting nowhere fast when a thank you email arrives and makes it worth it.  It is a way of linking people and a way of trying to get a message across.  It brings one into contact with many people all over the world.  It generates a steep learning curve which continues throughout the term of office.  It requires a person or team that is dedicated to producing a professional product with negligible resources in minimal time.  It is not for the faint hearted nor for those who expect to sit back and let others do the work.

I am happy to help the new editor(s) start and to put them on the path. I am happy to give advice if asked.  I am not prepared to pick up the pieces if they fall by the wayside because they cannot do the job.

I am ready to answer any queries from prospective candidates.

Jane Giffould,  jgiffould@aol.com or newsletter@servas.org 

