Newsletter Editor - Touch Matters, IAIM (UK) Chapter

JOB DESCRIPTION
Main Function: - The Editor has overall responsibility for producing TOUCH MATTERS (the official newsletter of the UK Chapter) three times per year, January, May and September, to a satisfactory standard – always with the aims of the IAIM and the needs of the UK Chapter in mind.  

The journal is a focal point for the IAIM UK Chapter enabling CIMIs to keep in touch with each other and the latest development in the world of baby massage, as well as informing organisations with related interests.  It covers Committee decisions; experiences relevant to infant massage; reports of speakers and meetings; updated research and book reviews etc.  The Editor is responsible for organising and encouraging contributions (especially from members and parents); editing; suggesting layout; checking articles or asking people with the relevant experience to check them; permission to print or reprinting; proofreading; liaising with the printers and liaising with the committee re distribution.

Whoever applies for this position has the freedom to create something simpler/more complicated (after consultation with the committee) and/or bring in more members to help on the production team.

Requirements: -

· To find copy for each issue.  

· This can be provided by the editor his/herself reporting on IAIM UK Chapter meetings and workshops she/he has attended, or by a deputy; by speakers at workshops and seminars who can provide the editor with copies of their presentations; by contributions sent in by CIMIs themselves or specifically requested by the editor.  

· Some pages of each issue are set aside for regular features such as the list of newly qualified CIMIs (provided by the Membership secretary) and the contact details for IAIM UK Co-ordinators for Special Interest Groups, Regional Reps, and Committee Members at the end of the newsletter.

· To edit the copy as appropriate

· To arrange the layout of the newsletter, positioning of photographs and advertisements etc., order of articles and features.

· To find or provide photos to illustrate articles/profiles of CIMIs.

· To manage the advertising according to the current policy guidelines.

· To ensure coverage of IAIM events and workshops, and to report IAIM and committee news.

· To provide timely information about forthcoming events, conferences, seminars etc. of interest to CIMIs.  (Generally provided by the Education Co-ordinator)

· To liaise with the publishers- mainly by email or by hard copy if appropriate.

· To check publishers’ proof carefully for errors, taking special care with figures i.e. dates, telephone and email information.

          Together with two appointed proof readers one of whom is usually the 

          President

· To sign off each Touch matters together with the president prior to printing 

· To make sure the printers has the database (provided by the Membership secretary) in good time to avoid delays in sending out the newsletter, once printed.

Skills: Computer skills, experience in using Word, Excel and emails.  Fast/accurate typing skills an advantage.  Proof reading skills – facility in picking up small errors. 

Note: It would be possible to break up editorial duties among a team so that one person would be responsible for compiling ‘diary dates’ (a list of forthcoming events), another for a Letter page, a third for reporting on workshops and seminars etc.  

Note:  It is useful to bring ideas to the committee meeting prior to publication and to request information that needs to be in the magazine.

