
Job Opening  
A General Agencies of the United Methodist Church 

Position Title: News Editor 
 
 

Level: “Level 14” 
 
 
Exemption Status:  Exempt 

 

Reports To (Title):  Director, Media 
Group 

Team:  Media Group\United 
Methodist News Service (UMNS) 

 
Date:  January 21, 2009 
 
 

 
 
 

Basic Purpose: 
This section describes the position’s basic purpose or mission. 
Serves as the editor for the news writing team, editing copy, coordinating assignments, overseeing news pages and supervising 
staff. 

 
Essential Job Functions:   
This section describes up to six major elements of the job, listed in order of importance.  The description includes what 
is done, why it is done and an estimate of the total working time the incumbent spends on each task. 
Essential Job Function % of Time 
1. Oversees the editing of United Methodist News Service (UMNS) stories, captions, teasers and other 

content.  
60% 

2. Supervises a staff of multimedia reporters to ensure coverage of United Methodist Church news and 
current events. 

20% 

3. Oversees United Methodist News Service content flow for Web production and reviews daily news 
pages. Maintains and circulates daily news content calendar. 

15% 

4. Provides leadership and instructions for stringers on UMNS assignments.  5% 

 
Major Accountabilities:   
This section describes the major accountabilities for the position.  An accountability statement has a “bottom-line” 
orientation that often will encompass several essential job functions as listed above. 
1. Edits the daily United Methodist News stories, captions and content. Ensures that stories are clear and 

concise and have thorough story packages and page presentations. 
2. Ensures coverage of United Methodist Church news. Ensures that team produces thorough coverage of 

the major news of the church as well as in-depth treatment of issues and feature topics. 
3. Supervises all news staff writers. Promotes teamwork and close communication among all staff, especially 

between news writers and editor, and ensures everyone has the same understanding of team assignments 
and needs. .   

 
Job Standards:   
This section describes the minimum knowledge, skills and abilities needed to perform the essential job functions. 
Education 
What is the minimum level of formal education required? 

The job requires a bachelor’s degree in journalism, 
broadcast or a related field or at least five years’ experience 
as a professional news editor and/or writer. Management 
experience or training is a plus. (4) 
 



 
Other Specialized Knowledge 
What other training and/or certification are necessary? 

Knowledge of the United Methodist Church and a commitment to 
the Christian faith are needed. Must have the ability to relate to 
people representing a wide range of cultural, theological and 
political perspectives. Must be a self-starter and able to work 
independently. Basic knowledge of photography, computer word 
processing and use of the Internet is required. Must be willing to 
work in a variety of media — text-based, video, Web-based, audio. 
Must be able to work in a team setting and in an open space 
environment.  Must be able to relate to staff and agency 
constituency in a professional manner. 

Experience 
What kind and how much previous experience are 
needed? 

Five years of experience as an editor and writer. (3) 

Learning Period 
How long would it take a new employee to learn the job? 

6 months 

Work Schedule 8:00 am – 4:30 p.m., Monday- Friday, Must be willing to 
travel up to 20% percent of the time. 

 
 

AApppplliiccaanntt  IInnffoorrmmaattiioonn::  
All resumes must be post marked by the closing date. 

 

Apply to:   
 
 
 
 
 
 
 
 
 
 
External Posting Dates:  
Closing Date:  

UMCom/Human Resources 
P. O. Box 320 (810-12th Ave. S., Nash. 37203) 
Nashville, TN 37202-0320 
Phone: 615-742-5137    Fax: 615-742-5428 
Email: hr@umcom.org 
 
To apply please provide the following: Three (3) Letters 
of Reference, Resume and Application Form Required  
(Request application via email or in writing.) 
 
January 21 – February 18, 2009 
February 18, 2009 
All resumes must be post marked by the closing date. 

UMCom Is An Equal Opportunity Employer 
 

Deleted: ¶


