The Easterner Publication Assist. – Web Editor
Job Description

Looking for a student job that works around your schedule and helps you grow? Join a campus team where you will gain valuable experience, collaborate with supportive staff, and take on real responsibilities that contribute to the university community. Whether you are looking to build your resume, develop new skills, or simply earn while you learn, we welcome students of all backgrounds. With hands-on training, flexible hours, and a welcoming environment, this is your opportunity to grow professionally while staying connected to campus life.

The Easterner’s Web Editor will manage and maintain theeasterner.org

Web Editor duties may include, but are not limited to:
· Uploading content to the website under the direction of the Editor-in-Chief or Managing Editor.
· Coordinating with section editors and writers to ensure daily, timely, and effective postings to the website.
· Creating web appropriate titles for content for SEO.
· (When technical issues arise on the site), devising and executing a plan in conjunction with the managing editor to mitigate the problem.
· Partnering with section editors and writers to ensure the site meets newspaper needs.
· Presenting monthly web strategies for expanding readership.
· Attending weekly editorial meetings.
· Scheduling and planning a weekly calendar of content in conjunction with the Social Media Editor.
· Understanding basic HTML code to the extent of knowing how to adjust an HTML tag or add a bit of code.
· Analyzing Google Analytics and reporting the findings based on the site’s most effective tactics.
· Staying up with the current web technology trends and implementing them on the website.
· Working with The Easterner’s web hosting company to keep the website functional and adaptive.

This position will report to the Easterner Department and the Editor in the Chief, but remain under the general supervision of the Easterner Director. 

This position will work a maximum of ____ (19) hours per week based on availability. This position will typically work weekdays during the hours of 8 am to 5 pm. This position may include some weekend and evening work. 

Required Qualifications:

Design skills

News judgment

Familiarity with analytics

Familiarity with HTML

Knowledge of SEO

Intended Outcomes:

1. Critical Thinking & Problem‑Solving: Prioritize online stories and update timely content.

2. Oral & Written Communication: Format headlines and content for web clarity.

3. Teamwork & Collaboration: Coordinate with multimedia and editorial staff.

4. Leadership: Manage web operations and quality assurance.

5. Professionalism & Work Ethic: Keep the site updated and functional.

6. Career & Self‑Development: Build digital publishing experience.

7. Creating Belonging: Ensure accessibility and welcoming representation online.

8. Technology: Oversee CMS, web analytics, and SEO tools.

Student employees are subject to EWU’s employment Policies and Procedures and the EWU Student Code of Conduct. As a student employee, you are expected to adhere to both. Please be advised that violations of the EWU Student Code of Conduct may affect your employment on campus, even if the conduct occurs beyond the scope of your job responsibilities.

All new employees must comply with EWU immunization Policy 602-02 and provide proof of immunity or vaccination to MMR and proof they are fully vaccinated before beginning work at EWU. Waivers for the immunization requirements are available for medical or sincerely held religious beliefs. 

This position, during the course of university employment will be involved in the receipt of, or accountability for, university funds or other items of value; as well as the unsupervised access with the developmentally disabled, vulnerable adults or children under the age of 16. The offer of employment is contingent upon successful completion and passing of a background check prior to beginning employment.
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