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SVT Job Description

	SVT Position:
	Newsletter Editor

	Committee:
	Executive Committee

	Reporting to:
	SVT President

	Role Outline:
	The job involves editing and compiling articles for a quarterly newsletter for the members of the SVT. The Newsletter is sent out in February, May, August and November.

The articles for the newsletter consist of: Repeat feature, Regular updated features, Letter from members, Case studies/papers.

	Role Term:
	2 Years, from the period commencing at the date of the AGM

	Essential Activities:
	· Submit quarterly magazine by print deadlines

· Send to President for final approval/proof reading before printing.

	Regular Meetings:
	· Attend Executive Committee Meetings (Quarterly)

	Regular / Routine Activities:
	Collate Magazine Content as follows:

Repeat features

Headband – giving members of Executive Committee members – list members of all committees and selected contact e-mail addresses. These need to be updated as each committee changes in November.

List and update as required useful websites (see SVT website list)
Membership form – updated by the membership secretary before renewal date of 1st September for the August edition. 

Regular updated features

CPD questions – To be sent in by Newsletter Questions Education Committee member.

Membership information – includes membership secretary details to contact regarding membership queries (Probably already on membership form)
Education news – dates of study days, write up of study days, revision days and accreditation information.

PSC update – literature reviews, relevant issues in the practice of members. 

Circulation Foundation update – supplied by their representative
SVT Executive meeting write up

Letters

Letters are submitted by members on various issues, with a reply from the relevant committee member as required.

Adverts

Adverts, submitted in PDF format, are sent by the Sponsorship person.
Case studies/ scientific papers

Although the magazine is not a scientific journal, it is there to encourage members in their profession al development and to share their experiences.


	Other 

(Less frequent) Activities:
	All articles should ideally be submitted as a word document with Ariel font size 11. The newsletter is printed in black and white so all pictures will also be printed in black and white.

Compiling

The final newsletter layout is formulated by Nige Thorpe at Ralph Allen Press (email: nige@ralphallenpress.co.uk). The newsletter plan and articles are sent to Nige by email. The SVT newsletter plan that is sent along with articles, example shown below, includes the title, author and word count of the article. They are grouped together with associated articles and any additional notes are added for the printer.

To help ensure all articles are present it is a good idea to rename the files with the item number included in the file name, i.e. 10 CPD questions.doc.

· Be available to respond to member queries promptly.
· Consider issues, comment and vote on items raised by the committee.

· Keep up-to-date accurate, secure records of your committee work and make these available for a smooth handover (including a detailed guide where appropriate) when the role term finishes.

	Conduct:
	Abide by “Standards of Conduct, Performance and Ethics for SVT Executive Officers and all Subcommittee SVT Members” (2010), and “The Society for Vascular Technology GB&I Objectives, Constitution, and Rules” (2003).
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