
Lions’ Roar Staff Member, 
 

As a new staff member, you are going to be writing a letter explaining to me the 
position you would like to hold for the rest of this school year. The descriptions of positions 
are on the back of this sheet. 

Your letter should be approximately 1-2 pages in length, double spaced. Feel free to 
also include a couple secondary choices if you were not to get your first choice.  

Please return to me no later than Monday, October 31st. However, the sooner the 
better. 

 
 

Thank you, 
 
 
Ms. Mullins  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



POSITION DESCRIPTIONS:  
 
Section Editors (7): The following sections compose our newspaper, and each section has 
their own editor who is in charge of that specific section: Entertainment, Student Life, 
Sports, Opinion/Editorial, News, Bull’s Eye or Hot or Not, and Feature. They are 
responsible for editing all articles that will be placed in their section as well as planning and 
laying out the pages they are assigned to have. This could be 1 to 3 pages, depending. Be 
sure to be specific which section you wish to be in charge of and why. 
 
Circulation Manager (1): Besides writing articles, this position entails being in charge of 
our subscriptions and thus mailing the newspaper to our subscribers. It also entails figuring 
out when and where we will distribute the newspapers, not just in and around the school, 
but also to others schools who have contacted us. This person will create a circulation plan 
dictating which staff members will deliver to which rooms and how many papers are 
required.  
 
Business/Ad Manager (1-2): Along with contributing articles, this staff member should be 
good with planning and with money. They are in charge of contacting advertisers, collecting 
checks, and planning which ads will need to go where in the paper based on size. If we need 
ad pages, they will be in charge of laying out/designing those pages. They will need to send 
invoices/copies of the paper to advertisers and deal with any payment issues.  
 
Photo Editor (1-2): These staff members are in charge of taking photos to accompany 
stories. They must be familiar with the use of cameras or be willing to learn. It is their job to 
know which photos need to be taken at the request of the article’s writer. They should also 
be in communication with the page editors so they are aware how much room they have for 
photos and whether photos need to be vertical, horizontal, cropped, cut out, etc. Their 
communication skills need to be strong. They will also need to be or become familiar with 
PhotoShop. They will also write articles.  
 
Layout Director (1-optional): In addition to writing stories, this person is in charge of the 
whole layout and knowing what is going where and on what page specifically. They will have 
a checklist to make sure each page is uniform and there are no visible errors. They do not 
have to read copy, but look closely at spacing, photo quality, text uniformity, etc.  
 
Copy Editors (1-2): This person should be very strong in their editing skills. They will be 
the first and the last person to look at the copy (text of the article) before it is placed on a 
page. They will have to read all articles written and provide feedback to the writers. They 
should become extremely well versed in AP Style, which is the journalist’s how-to handbook.  
 
Managing Editor (1-2): This person works in conjunction with the editor-in-chief. They 
manage the overall daily tasks of the staff members and the production of the newspaper. 
They will also share the editing duties with the editor-in-chief.  
 
Editor-in-Chief (1): As editor-in-chief, his or her duties lie in leading the newspaper staff. 
This will include serving as an example of dedication, the timely meeting of deadlines, and 
adherence to the editing process. You will be in charge of overseeing layout, designing the 
front cover, writing a letter from the editor, and editing all articles. You will make decisions 



based on what articles should make it into the paper. You should be the best communicator 
on staff and in charge of the log. You need to be abreast of all situations/occurrences on 
staff. This person will also be in charge of creating the calendar for each issue. The editor-in-
chief will keep up regular communication with both their managing editor and the adviser.  
 
 
**Both the Editor-in-Chief and the Managing Editor are very much in charge as this is a 
student-led paper.  
 
 
 


