
Reports To: President, Executive Director 

 

Supervises: The Sputnik Editorial Board, The Sputnik Volunteers, Carnegie Editor-in-Chief, 

Blueprint Brantford Manager, Radio Laurier Executive Producer of Brantford Content, Brantford 

Photography Manager, Brantford Advertising, Brantford Distribution Manager. 

 

Term of Office: May 1, 2019, to April 30, 2020, for 15 hrs/week 

 

Job Description: Hired by the President/Publisher, Board and Executive Director, the Sputnik 

Editor-in-Chief is responsible for overseeing the production of The Sputnik on a weekly basis, 

ensuring all deadlines are met, and is responsible for overseeing all other WLUSP Brantford 

Operations. The EIC hires and supervises the work of all Branford Student Publication 

managers, staff and volunteers. In addition, the EIC is responsible for completing the budgeting 

process. The EIC will provide strategic oversight to the Executive Director and assist the 

Executive Director in the management of day-to-day Brantford business operations. The EIC 

also serves as an ex-officio non-voting member of the WLUSP Board of Directors. 

 

Responsibilities: 

1. Responsible for hiring The Sputnik's Editorial board and overseeing the hiring process 

for general volunteers 

2. Ensure all volunteers are properly oriented and trained 

3. Meet regularly with The Sputnik's Editorial board 

4. Manage all directly reporting staff and ensure the effective supervision of all staff and 

volunteers 

5. Ensure that all Sputnik staff and volunteers are informed of and compliant with WLUSP 

policy and code of conduct, etc. 

6. Facilitate all human resource activities and professional development activities across 

Brantford departments, including, but not limited to the hiring and termination of staff 

and volunteers 

7. Oversee and participate in activities undertaken to recruit and orient new Sputnik staff 

and volunteers 

8. Conduct mid-year reviews with members of The Sputnik's Editorial Board 

9. Assist the President and Executive Director in preparing the interim and operating 

budget for Brantford departments 

10. Supervise budgetary compliance and review and bring any desired amendments to the 

President and Board of Directors in accordance with WLUSP policy and by-laws 

11. Assist the President and Executive Director in the negotiation of contracts relating to the 

matters of Brantford operations 



12. Act as a liaison and mediator between Brantford departments and between WLUSP 

Brantford and WLUSP Waterloo 

13. Assist members of the Corporation in relations with the university and other outside 

organizations 

14. Represent the Corporation in relations with the university and other outside 

organizations 

15. Coordinate public relations activities and represent WLUSP Brantford to the media 

16. Attend all staff meetings unless due warning is provided to the Brantford Manager of 

Operations 

17. Attend all meetings and conferences on behalf of WLUSP as required 

18. Ensure that The Sputnik is sent to the printer on time 

19. Responsible for the overall production for the Sputnik newspaper and thesputnik.ca 

20. Manages and oversees all uses or representation of The Sputnik logo or brand 

21. Ensure that Student Publications is operating in accordance with its existing by-laws, 

policies and guidelines 

22. Advise the President in response to any matters pertaining to Brantford operations 

affecting the legal status of the corporation, including but not limited to: matters of 

libel, employment contract disputes, and other legal matters 

23. Act within the guidelines, policies and regulations of the WLU Student Publications 

Board of Directors in the best interest of the members of the corporation 

24. Meet regularly with the Board of Directors of Student Publications 

25. Working with the Board of Directors to engage in: strategic and business planning, long 

term visioning, and decision making at the board level as it relates to WLUSP’s Brantford 

operations. 

26. Submit regular reports to the Board, outlining work completed and bringing relevant 

matters to the attention of the Board 

27. Participate in the hiring of relevant staff in the months preceding the term of office and 

the last months of term of office 

28. Prepare a year-end transition report for the next EIC of The Sputnik 

29. Any other reasonable duties as required by the President and/or Executive Director 

 


