Jamaica Information Service

JOB DESCRIPTION
(Job content in JIS is dynamic, is subject to continual review and change according to our business needs, and will require this job description to be updated from time to time. However, staff are expected to comply with the reasonable instructions of their managers and supervisors at all times, irrespective of the inclusion, or not, of an express clause in their job descriptions. Job descriptions are intended to be used as a guide and not as a mechanism to inhibit our flexibility to respond to our customers). 

Job title



Consulting Sub Editor
Job grade



Grade 4A

Directorate/department/section
Editorial and Photography Department

Reports to



Managing Editor

Directly supervises


None

JOB PURPOSE (reason for job existing)

· Under the General Supervision of the Managing Editor, function as Sub-editor to re-write stories and caption photographs for Government news releases, features and the weekly and monthly JIS Page.
KEY OUTPUTS (results, deliverables)

· Stories re-written and edited;

· Photographs captioned.

PERFORMANCE INDICATORS (how success will be measured)

· Level of Managing Editor’s satisfaction with photo captions, news releases and features for distribution to mainstream media and website.
MAIN DUTIES AND RESPONSIBILITIES (job activities)
· Edit, re-write and assure the quality of all regional editorial and other output for issue as news stories, features, JIS Page articles;

·  Identify photographs to accompany news stories and features, and write captions;

· Write factual, punchy headlines

(a) Keep abreast of all major news to avoid stale headlines and repeat stories

· Copy Edit

(a) Spell check all material submitted for publication

(b) Ensure accuracy and exercise good judgement
· Perform other editing duties that may be assigned based on the requirements, including but not limited to the review of quarterly and annual reports.

· Liaise with Production Departments regarding copy submission and deadlines;

· You will be required to work at least two weekends and subject to the exigencies of the service you may be allowed to work from home.

· Carry out such other duties and responsibilities, appropriate to this post, as may be required by the JIS from time to time.

JOB DIMENSIONS (authority, scope and impact of job)

· No budgetary responsibility; 

· No staff responsibility.

REQUIRED COMPETENCIES (knowledge, skill and experience)

· Understanding and full working knowledge of word processing systems and editorial production systems, including page make-up.


·  A first degree level standard of education is required, preferably in Journalism, Public Relations, Mass Communication, English or the Liberal Arts. A post graduate qualification in Journalism is highly desirable although not essential;

· Able to communicate plainly and clearly in writing and able to edit the work of others to the same effect. A skilled interviewer, reporter, writer and editor. Able to recognise a “story” within the context of an overall editorial policy. Ability to meet production targets and schedules and ensure high levels of customer satisfaction;

· Excellent command of the English Language

· At least five years experience as a sub-editor in the newspaper or news agency industry.

VALIDATION

This job description was prepared by _________________________(name) on __________(date)

This job description is validated as an accurate and true description of the job when the CEO signs below:

I have validated this job description _____________________(signed, CEO) on _________(date)

