WesternITE Advertising Manager

List of Responsibilities

The Advertising Manager’s role is to support the Managing Editor. As such, the role is subject to refinement between each individual managing editor and advertising Manager. The publication is best served, and the roles are most satisfyingly accomplished, when the two establish a partnership, utilizing each person’s strengths as best as possible. Accordingly, this list of responsibilities should serve as a guide, not as a set of hard-and-fast rules.

The Advertising Manager is generally responsible for:

· Maintaining the Professional Services Directory listings, including:

· Receiving and processing requests for additions, modifications, and deletions

· Transmitting the current listings to the Managing Editor and Web Manager in time to be included in each printing run

· Sending invoices annually, receiving and tracking payment, and following up on uncollected accounts receivable (typically undertaken in January/February)

· Receiving and tracking payment for invoices for Positions Available ads

· Transmitting the current Positions Available ads to the Managing Editor and the Web Manager as they are approved for posting

· Forwarding payment to the current Western District Treasurer, noting account codes as follows:

· Account 486: Payment for Professional Service Directory (PSD) listing 

· Account 487: Payment for Positions Available ads

· Reporting status of accounts receivable to the Managing Editor and Secretary Treasurer as needed

The following are optional tasks. The Advertising Manager may propose to swap one or more of the following responsibilities for those listed above through discussion with the Managing Editor, Vice President and the Secretary Treasurer:

· Assist in typesetting and/or laying out the publication

· Prepare articles and items of interest such as report on Western District events, e.g. Annual Meeting collage, Signs of the Times feature

· Attend the biannual Western District Board meetings (the Western District currently does not reimburse the Advertising Manager for travel to these meetings.  Should the Advertising Manager attend these meetings, it cannot be in lieu of attendance by the Managing Editor.  Attendance by the Managing Editor is required at these meetings and current travel policy provides for their travel to these meetings.)

The Advertising Manager will maintain close contact with the Managing Editor regarding the status of advertising and income.  The Advertising Manager will observe the publication deadlines set by the Managing Editor and convey those deadlines to prospective advertisers.
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