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Indiana District of Key Club 











	District Bulletin Editor 
	Name: 
School:

Division:

Grade: 
Years in Key Club:

	Position Type :
	Bulletin Editor for the Indiana District of Key Club International 

	Job Description: A district bulletin editor is the key communications and public relations person for the district. This person is charged with sharing news, correspondence and promotions from the district board to the clubs in your district and with promoting district events in your community. This role is a good fit for a person who enjoys regular communication with fellow board members and club representatives, has excellent writing skills, organized, creative and is willing to learn and follow Key Club graphics standards.

	

	Job Purpose: The district bulletin editor is responsible for coordinating, editing and distributing district publications. This includes ensuring adherence to Key Club graphic standards and notifying contributors of deadlines and requirements
Duties:

· Prepare and distribute at least five articles of correspondence for district board members (memos, newsletters, reports, etc). 

· Prepare and distribute at least three publications to clubs. 

· Cover the following topics in EACH publication:
o Major Emphasis related programs
o Youth Opportunities Fund
o International representative’s message
o Governor’s message
o Club/Division highlights

· Cover the following topics in at least ONE publication:
o District convention promotion
o District convention summation
o International convention promotion
o International convention summation

· Assign officers to write and contribute articles for district publications. Help these officers meet your publication standards by sharing suggestions on how to write articles and notifying them of deadlines. Be sure to edit their contributions to adhere to Key Club style.

· Attend the following events:
o District convention at the beginning and end of term
o Bulletin editor’s forum at international convention
o All district board meetings
· Present a bulletin editor’s report at all official board meetings.

· Strive to make all communications timely, well written, and free of mistakes and follow the Key Club graphics standards.

Content (required in all publications)

1. Major Emphasis (Eliminate Project)
2. Youth Opportunities Fund 
3. International Trustee Updates
4. Governor’s message 
5. Club/division highlights 
6. Content (required in only one publication) 
7. District convention summation 
8. International convention promotion 
9. International convention summation 
10. District convention promotion 
11. Spelling/grammar (all publications)
 Skills/Qualifications:

Has to be a Key Clubber. Should be creative, understanding of Key Club graphic standards, Verbose, Some Key Club knowledge, strong writing skills, Key Club passion, knowledge of Microsoft programs (Word, Publisher, PowerPoint), organized, motivated, responsible, adaptable, able to work well under pressure, an understanding of the Key Club audience and what members and advisors want to read, communication, people skills, team player, analytical skills.
· Interested Candidates will have to do an impromptu speech and a face to face interview March 10, 2012 at 4:00pm at Kiwanis International 3636 Woodview Trace Indianapolis, Indiana 46268. From that point you if selected as a finalist you will go on to District Convention and continue in the election process.
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