
Anchor Editor
Volunteer Position Description

Overview: Alpha Sigma Tau is committed to using marketing and communications to
enrich the Sisterhood Experience. One critical piece of the Sorority’s communications
strategy is the member magazine, The Anchor. Since its first publication in 1925, The Anchor
has been sharing inspirational and meaningful member stories with Sisters across the
country. The Anchor also plays an important role in keeping members and others informed
about the Sorority and its practices, events, opportunities, and benefits of membership.

To achieve the Sorority’s goals related to The Anchor, Alpha Sigma Tau has established the
“Anchor Editorial Team” to execute the magazine's development, design, and publication.
The team is comprised of member volunteers in the following roles:

● Editor
● Associate Editor
● Designer
● Assistant Designers
● Photographers, as needed
● Staff Writers

Collaborating with other Anchor Editorial Team volunteers and Headquarters Staff, the
Editor coordinates the production of the Sorority’s magazine and supervises the Anchor
Editorial Team.

Areas of Focus:
● Marketing and Communications

Reports to: Communications Coordinator (Headquarters Staff)

Direct Reports: Associate Editor, Staff Writers, Photographers (as applicable)

Key Relationships:
● Fellow Anchor Editorial Teammates
● Designer



● Headquarters Staff

Other Interactions:
● Assignment subjects

Time Commitment and Term: The Anchor is currently produced three times a year. The
spring issue is typically finalized in early March and the fall issue is typically finalized in early
October. The summer issue is electronic and is typically finalized in early  July. The time
commitment is 3-5 hours per week during general preparation and 5-10 hours per week
through the content creation and finalization stages.

Primary Responsibilities and Expectations:
● With Headquarters Staff, lead the Anchor Editorial Team of volunteers in the content

and design planning of each issue
● Collaborate with Communications Coordinator  to determine appropriate editorial

timeline
● Delegate tasks to Anchor Editorial Team
● Manage Anchor Editorial Team to ensure deadlines are met
● Write features and content as needed
● Edit written content from Anchor Editorial Team
● Work closely with the Anchor Editorial Team to ensure alignment between written

pieces, images, Sorority initiatives, etc.
● Ensure Anchor Editorial Team is adhering to the Sorority’s Style Guide and Visual

Identity Guidelines during all projects
● Utilize the Basecamp web-based project management tool to track projects
● Participate in Sorority surveys, programs, and events, as able
● Understand the Sorority retains ownership of all images, graphics, content, etc.

created by volunteers for Sorority projects and reserves all applicable rights and
protections. Volunteers may access and use their work as part of their professional
portfolios and for use in marketing their professional services.

Positional Knowledge: The Editor has a firm understanding of the strategic purpose and
potential of the magazine as a mechanism for increasing member affinity to the
organization. The Editor also understands how to effectively lead a team of volunteers to
produce a quality product on time. Additionally, the Editor is in good standing with the
Sorority and is supportive of the Alpha Sigma Tau National Foundation.

Qualities and Skills of a Successful Editor:
● Membership in Alpha Sigma Tau; must be in good standing
● Possesses strong project management skills



● Is able to successfully lead and engage a team of volunteers
● Possesses strong written and verbal communication skills
● Possesses strong grammar, punctuation, and language skills
● Is proficient with online collaboration tools, such as Dropbox, Basecamp, and

Google products
● Is able to commit and adhere to production timelines and deadlines
● Understands copyright and image use limitations

Application Process:

Interested applicants should complete the Communications Volunteer Application and
upload attachments of the following additional required materials:

1. Resume
2. Three to five samples of your written work
3. On a separate document that you can upload to the application form, please:

a. Copy-edit the provided sample paragraph

Last December, Sofia approached by her college to help run a Girls Who Code Club at a
elementary school. As part of her major, Sofia had experience and general education in
programming. She helped start the school’s first GWC Club, offered 3-6 grade. It was an
immediate success. “We were trying to cap at 25 members, but there was a lot of interest,
and we ended up opening it up to 40”. When covid sent students home to learn virtually,
the girls who code club went to the back of students, teachers and parents minds. Yet Sofie
were determined to continue students coding. She decided to screen-record going through
the lessons. Did that for about four weeks” said Sophia. She uploaded the videos to
youtube, and the elementary school sent the link to the Club’s members.

b. Answer the following questions:
▪ What is your experience with project management and leading a

team? In your response, please also provide a specific example of a
time when the team you led completed a project.

▪ What is your experience with editing written content?
▪ What experience do you have with collaborating with or leading teams

and leaders remotely?

https://form.jotform.com/222775163570155

