Apply to be a
GALLERY
staff member!
gallery is walters state’s art and literary magazine
Gallery is in need of a new staff for the 2020 – 2021 academic year.

We are looking for hard-working and enthusiastic students to organize and publish our annual
magazine. The four editors will work together, under advisement of the faculty
adviors, to collect submissions, select and edit content, and design and publish the magazine.
All positions require a commitment to 12 hours of coursework in both the fall and spring semesters. All positions are eligible for a
scholarship up to $1800 per semester, pending eligibility.

APPLICATIONS ARE DUE SEPTEMBER 10TH, 2020

Fill out your completed application and email it to jessie.vanderlaan@ws.edu

Editor-in-Chief

GALLERY STAFF JOB DESCRIPTIONS

The editor-in-chief of Gallery is responsible for:
•
along with the staff team, selecting text and artwork to be part of the magazine
•
publicizing the magazine, including developing announcements WSCC web site and
other social media to request submissions and promote Gallery.
•
corresponding with faculty regarding submission deadlines and submission procedures
•
scheduling meetings with other staff members and ensure adherence to the schedule
determined by the staff and faculty advisors
•
overview of the creative writing and art submissions, striving for diversity and
representationof the overall student body within the magazine
•
checking placement of material in layout
•
final proofreading for grammatical correctness and accuracy
•
approving final decisions regarding type style and size, the format of the magazine,
as well as its layout and design
•
checking the final proof copy to be sure that any corrections have been made
•
distribution of Gallery on Honors Night.
•
drafting and distributing letters of acceptance and rejection to all submission
•
researching and submitting Gallery to appropriate awards opportunities
•
must be familiar with Microsoft Word and Excel
•
familiarity with Adobe Photoshop and InDesign preferred

Text Editor

The text editor is responsible for
•
along with the staff team, selecting text and artwork to be part of the magazine
•
proofing and editing the text of the magazine
•
publicizing the magazine and encourages fellow students to submit written material
•
proofreading written submissions for grammatical errors and content
•
coordinating with faculty editorial board for review of written submissions
•
ensuring the correct formatting for the table of contents
•
checking layout proof for accuracy
•
distribution of Gallery on Honors Night
•
researching and submitting Gallery to appropriate awards opportunities
•
must be familiar with Microsoft Word

Art Editor

The art editor is responsible for
•
along with the staff team, selecting text and artwork to be part of the magazine
•
publicizing the magazine and encourages fellow students to submit artwork
•
corresponding with faculty regarding submission deadlines and submission procedures
•
distribution of Gallery on Honors Night
•
photographing and editing of all physical artworks to be appropriate for publication
•
researching and submitting Gallery to appropriate awards opportunities
•
familiarity with Adobe Photoshop highly preferred

Design Editor

The design editor is responsible for
•
along with the staff team, selecting text and artwork to be part of the magazine
•
designing the cover and interior layout of the magazine
•
assisting the Art Editor to with photography and editing of artwork
•
working with the text editor to ensure that the digital format of the layout reflects the
initial text submissions
•
making any adjustments to the layout after proofing
•
familiarity with Adobe Photoshop and InDesign highly preferred
•
distribution of Gallery on Honors Night
All Staff are expected to attend all scheduled meetings.
Responsibilities may vary based on staff dynamics.

GALLERY
APPLICATION FOR STAFF POSITION
Applying for:
(You may check more than one)
EDITOR-IN-CHIEF 		

TEXT EDITOR 			

ART EDITOR 		

DESIGN EDITOR

Name _______________________________________ W# ____________________________
Address ______________________________________________________________________
Telephone ______________________ E-mail Address: ________________________________
List experience that would be of assistance to you as you assume your duties as a staff member of Gallery:
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
List any relevant computer experience.
Include work with Adobe InDesign and Photoshop and/or Microsoft Word:
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
High School ______________________________________ Date of Graduation ___________
Current Status: Freshman ____ Sophomore _____
List WSCC English and/or art courses, instructors, and semester taken:
Course
______________________
______________________
______________________
______________________

Instructor					
___________________________				
___________________________				
___________________________				
___________________________				

Semester
___________
___________
___________
___________

If you have an example of your work, such as a copy of a high school magazine or a portfolio, the selection committee
would appreciate seeing it. Please photograph or scan any selections and include it with your application.

SPECIAL NOTATIONS
Notation 1: Federal regulations do now allow students to receive federal or state aid beyond the college’s established cost of attendance. I understand
that if my aid exceeds the cost of attendance, it may be necessary for my aid package to be reduced to prevent an over award situation. In addition, I
agree to follow up with the Financial Aid Department to discuss the impact of this scholarship on my current and/or future financial aid package.
Notation 2: You must remain as a full-time (minimum of 12 semester hours) student for both fall and spring semesters. If you drop below 12 semester
hours, you will be ineligible for the scholarship.

On this page, please explain your reason for wanting to serve as a staff member of Gallery, and
how you will contribute to the publication.

Turn in to Jessie Van der Laan jessie.vanderlaan@ws.edu
by Thursday September 10, 2020

