
 

 
Position Title: Electronic newsletter publisher 
 
Purpose: The newsletter publishing volunteer supports Eastside Audubon by building 
awareness of the organization’s work through an established monthly electronic 
newsletter. The content of the newsletter may include chapter news, such as recently 
completed events, accomplishments, and upcoming events, as well as conservation, 
environmental and birding issues. The electronic newsletter is published nine times a year. 

Key Responsibilities: 

 Placement of edited articles into the newsletter using email-marketing software. 
 Soliciting photos from the chapter photographer and editing them, if needed, for 

size. Placing photos with corresponding articles in the newsletter format. 
 Ensuring the newsletter is created using a consistent and appealing format. 
 Adding the articles and photos to the chapter’s Squarespace website. 
 Communicating with the executive director for the purposes of a review of the 

newsletter before publication and confirmation of publishing deadlines. 
 Publishing the electronic newsletter via Constant Contact. 

Qualifications: The newsletter publishing volunteer must display an understanding of the 
organization and its principles, mission, goals, and services. The volunteer must also 
display the following: 

 Experience using email-marketing software like Constant Contact or Survey Monkey 
or comfort learning design tools.   

 Ability to use Flickr and photo editing software. 
 Ability to add articles and photos to web using Squarespace. 
 Ability to work to a deadline and prompt others to meet a deadline. 

 
Responsible to: Executive director. 
 
Length of Appointment: Minimum commitment of 6 months. 
 
Time Commitment: The estimated time commitment is approximately 99 hours per year, 
consisting of: 

 1 hour during each month before publication for coordination and review by the 
executive director (9 hours annually). 

 8-10 hours per month for placement of articles and photos in newsletter format, 
adding articles and photos to the website, and newsletter publication. (90 hours 
annually). 
 

Support: The executive director is available to answer questions and offer guidance.  


