
NewsleƩer Editor

The Ganaraska Hiking Trail AssociaƟon (GHTA) posiƟon of NewsleƩer Editor is appointed by the ExecuƟve, and raƟfied 
by the Board of Directors

ResponsibiliƟes of the GHTA NewsleƩer Editor include:

1. Prepare and publish three newsleƩers per year in April, August and December.
2. Solicit newsleƩer input, including club reports, hiking schedules, arƟcles, photos and adverƟsements.
3. Gather content and input into newsleƩer along with standard content for all newsleƩers. Create a print version 

(pages divisible by 4) and online version with web/email links.
4. Forward print version to prinƟng company for prinƟng and distribuƟon. Post online version on GHTA website 

and forward to GHTA secretary for distribuƟon to clubs. Distribute addiƟonal copies to outside parƟes.
5. Send invoices to adverƟsers.  NB: GHTA treasurer has responsibility for collecƟng payment from adverƟsers.

Time commitment: 20 hrs/newsleƩer

Skills required:

Familiarity with MS Word, PDF and inserƟng photos and web-links into documents

EdiƟng/proofreading skills, with an eye for detail

OrganizaƟon and communicaƟon skills to ensure a smooth flow of informaƟon

Approved

Date:____________________________________ Name: ________________________________
President


