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WESTERN DISTRICT Advertising Manager Duties

Roles and Responsibilities

The Advertising Manager’s role is to support the Managing Editor and Webmaster with the
advertising functions of WesternITE newsletter. As such, the role is subject to refinement
between each individual occupying those roles. In general, the Advertising Manager is responsible
for soliciting Professional Services Directory (PSD) and Positions Available (PA) listings, and
sponsorships.

The major duties of the Advertising Manager are outlined below.
Professional Services Directory

The Advertising Manager is responsible for maintaining the Professional Services Directory (PSD)
listings which are sold on a one-year contract basis including the following.

o Identifying and marketing new sources of new PSD income. Coordination with the Vendor Chair
should assist with this effort.

e Maintaining records for and contact with past PSD advertisers.

e Sending invoices annually, receiving and tracking payment, and following up on uncollected
accounts receivable (typically undertaken in January/February).
Receiving and processing requests for additions, modifications, and deletions.

e Coordinating with the Managing Editor and Webmaster in a timely fashion to ensure that the PSD
is kept up to date.

Positions Available Advertising

The Advertising Manager is responsible for including positions available ads as they are received
from employers as follows.

e Receiving and tracking payment for ads. Advertisers are billed upon receipt of their requests.

e Posting positions available ads to the Website as soon as practical upon receipt of payment from
Advertisers.

e Coordinating with the Managing Editor and Webmaster in a timely fashion.

Sponsorships

The Advertising Manager is responsible for the following tasks soliciting sponsorships on behalf of
the District.

e Receiving and tracking payment for sponsorships. Sponsors are billed upon receipt of their
requests.
e Coordinating with the Managing Editor and Webmaster in a timely fashion.
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Financial Responsibilities

The Western District Secretary-Treasurer is responsible for maintaining the accounting records
associated with WesternITE. The following codes should be used for income and expenses associated
with WesternITE Advertising:

Income:

e PSD advertising - 486
e Positions available - 487
e Sponsorships - 489

Expenses:

e Advertising Manager stipend - 805
e Advertising Manager expenses - 806

Forward any payments made by checks to the current Secretary-Treasurer, noting the above account
codes, in a timely manner. Notifications regarding credit card payments processed through the
District’s online credit card processing service (currently Paypal) are automatically sent to the
Secretary-Treasurer. The Secretary-Treasurer will notify the Advertising Manager when payments
by credit card are received by the District. All receipts for reimbursement should be coded before
forwarding to the Secretary-Treasurer. If additional codes are needed, the Managing Editor can make
arequest to the Secretary-Treasurer to add new codes.

Participation at District Board Meetings

The WesternITE Advertising Manager is required to attend the Winter Board Meeting virtually and the
Annual Board Meeting in person. The Advertising Manager is responsible for presenting a report to the
Board on the District’s advertising activities. The report is provided to the President in advance of the
meeting for inclusion in the Board package.

Stipend

The WesternITE Advertising Manager shall be entitled to a stipend. The stipend is determined based upon
the advertising revenue received by the Western District. The Advertising Manager will receive 10 percent
of the advertising revenue on an annual basis. The stipend may be obtained by presenting a
reimbursement request to the Secretary-Treasurer on an annual, semi-annual, or quarterly basis —
whichever is convenient for the Secretary-Treasurer and the Advertising Manager.

Coordination with the WesternITE Managing Editor and Webmaster

The Advertising Manager is responsible for coordinating with the WesternITE Managing Editor and
Webmaster. The roles and responsibilities of the Managing Editor and Webmaster should be reviewed to
ensure clarity regarding which duties are delegated to each position.
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