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Application Deadline: Friday, April 23 by Midnight
Please Return to the Review Office (Benson 16)

(slide under the door if no one is in)

Most up-to-date info available at santaclarareview.com
General Staff Application:

Santa Clara Review

NAME: ____________________________________________

ADDRESS: _________________________________________________________

         _________________________________________________________

PHONE: ___________________________________________

E-MAIL: ___________________________________________

1.  Please number, in order of your preference, the job(s) you are applying for 

(see back pages of application for position details) (not all positions must be numbered)

Paid Positions: 

____ Associate Editor

____ Production Editor/Webmaster
____ Public Relations Director

____ Music/Marketing Director

____ Poetry Editor 

____ Fiction Editor 

____ Non-fiction Editor 

____ Art Editor

Volunteer Positions: 

____ Assistant Associate Editor

____ Assistant Public Relations Director

____ Assistant Marketing Director 

____ Assistant Poetry Editor

____ Assistant Fiction Editor

____ Assistant Nonfiction Editor

____ Assistant Art Editor

NOTE: The staff of the santa clara review strives to create an outstanding literary magazine.  To do so requires a great deal of enthusiasm, hard work, and dedication.  Please respect the integrity of your fellow students by applying only for positions you can remain excited about and committed to.

2.  Please provide the contact information of two personal references, one faculty/staff and one peer:

Name: ______________________________ Relationship: _________________________

Phone: ______________________________ Email: ______________________________

Name: ______________________________ Relationship: _________________________

Phone: ______________________________ Email: ______________________________

3.  Please answer the following questions regarding your first choice position on a separate sheet of paper.
I. Have you worked on the santa clara review before?  If so, what positions have you held?

II. Why are you interested in this position specifically?  

III. What are your goals/visions for this position? What are your ideas for improving the magazine in general (improvements can be aesthetic, organizational, promotional, etc.)?

IV. What classes/experiences have prepared you for this position?  (i.e. high school experience, jobs, hobbies, etc.)

V. What experience do you have in meeting deadlines and/or managing others?  Do you have experience critically assessing literature or art?

VI. What computer programs have you worked with? Especially note if you have worked with Microsoft Excel, Adobe Page-maker, Adobe In-Design, or Adobe Photoshop. How proficient are you in these programs?

VII. Do you have time for this job?  How many hours are you willing to dedicate to the santa clara review?  Will you have another job next year?

VIII. What unique skills and/or talents will you bring to the santa clara review? What makes you the person for this job?

IX. Visit santaclarareview.com. What are your favorite parts of the website? How do you think the website could be improved?
4.  The following prompts are only so we can get a better sense of who you are.  We will not base our hiring decisions on the responses in this section; you will be judged solely on your qualifications. 

THERE ARE NO WRONG ANSWERS TO THIS SECTION. 

Expected date of graduation: _____________ 

Cumulative GPA: ___________

Major(s): ______________________________  
 Minor(s): ________________________
Favorite author, book, or poem: __________________________________________________________________________

Favorite artist or piece of art:  __________________________________________________________________________

Do you consider yourself a creative person? __________________________________________________________________________

Do you consider yourself an organized person? __________________________________________________________________________

Favorite music (genre, artist, or song): __________________________________________________________________________

Favorite quotation:  __________________________________________________________________________

5.  Please indicate several times (during the weeks of May 3rd and May 10th) when you are available for a half hour interview.

____________________________________________________________________________________________________________________________________________________________

General Qualifications
Professional Qualifications:



Applicant must be a currently enrolled undergraduate student at SCU maintaining a 2.0 GPA and in good behavioral standing. Prior experience with the review is preferred, as well as an extensive knowledge of poetry/literature combined with good editing skills and an ability to facilitate groups and meet deadlines. Upcoming Seniors: Please note any paid SCR staff position requires you are enrolled as a student the entire academic year. 

Personal Qualifications:


SCR staff members must be able to work collaboratively with students, faculty, and staff. They must be personally motivated and have good work habits as well as an understanding of different personalities and working styles of others. Enthusiasm is essential.

Position Descriptions 

Associate Editor


Purpose:


To maintain communication with contributors and among section editors; serve as the editor’s right hand person.

Essential Duty:



To coordinate “behind the scenes” production of the santa clara review; to manage submissions and communicate with contributors.

Specific Duties:


· Keep track of all submissions using the computer database

· Create, send, and archive acceptance notices and contributor release forms

· Distribute, renew, and archive subscriptions

· Check voicemail, US mail and distribute to editors’ boxes 

· Meet with staff weekly; may set up individual meetings with section editors

· Order operating supplies, coordinate reimbursements, deposit income

· Communicate, coordinate timeline for production of magazine among section editors and production editor

· Participate in either poetry or fiction practicum; assist in final reading/selection process of submissions

· Assist Public Relations Director in planning of biannual publication parties

· Attend relevant leadership seminars as advised by Advisor

· Aid in training of the incoming editor

· Coordinate distribution of the final product both on and off campus along with Editor and Marketing Director

· Work with Editor to plan retreats 

· Work with Editor to make arrangements for Associated Writers and Writing Programs conference

Production Editor/Webmaster
Purpose:
 

To lay out the body of the santa clara review using Adobe In-Design.
To maintain the SCR website and continue moving the review toward a proper

balance of print and digital publication.

Essential Duty:


To layout text, art, and advertising for two issues of the review.


Specific Duties:


· Lay out templates for poetry, fiction, and art in Adobe In-Design

· Scan submissions into created templates and correct errors

· Meet with staff weekly; may set up individual meetings to remain up to date

· Generate galleys for contributors and correct returned galleys

· Archive all files as determined by the Editor

· Scan and design advertisement pages

· Help the Editor establish and maintain a  relationship with the publishing company

· System maintenance and disk organization

· Website maintenance and updates of SCR news and media

· Responsible for aiding in the distribution and promotion of the final product both on and off campus

Public Relations Director

Purpose: 
To promote the santa clara review on campus and plan biannual publication parties.

Essential Duty:
 

Collaborate with other organizations in co-sponsoring programs, set up promotional tables at relevant events, and coordinate biannual publication parties.

Specific Duties:

· Meet with staff weekly

· Collaborate with other CSOs to co-sponsor and support events

· Coordinate and schedule tabling in Benson to promote our on-campus events

· Coordinate table-sitting schedules with practicum members and staff 

· Organize and coordinate biannual Publication Party 

· Organize and coordinate at least one Open Mic per quarter 

· Make flyers to promote the review and review events

Music/Marketing Director

Purpose:



To manage the music section of the publication, i.e. solicit submissions, promote open mic nights in coordination with the PR Director, etc.


To generate income for the santa clara review by soliciting ads, maintaining quality relationships with community businesses, and marketing the magazine towards its audience.           

Essential Duty:



To act as head editor of the music section, advertise to community/literary businesses, and organize promotion of the santa clara review.

Specific Duties


· Coordinate production and sale of t-shirts 

· Work towards revenue goals set by the Editors

· Solicit ads from off campus businesses

· Request ad trades from other literary magazines

· Request ads from organizations within the university

· Create the pricing range for ads with the Editor

· Promote SCR as a possible selling item at bookstores

· Research into the possibility of corporate sponsorship

· Meet with staff weekly

· Responsible for coordinating the distribution and promotion of the final product both on and off campus with the Editor and Associate Editor   

Poetry Editor

Purpose:           

To select and edit all poems that will appear in the santa clara review.

Essential Duty:

Read and discuss all poems submitted, both in practicum setting and with other editors before selecting submissions to appear in the review.

Specific Duties


· Lead weekly poetry practicum, studying and discussing submissions 

· Solicit poetry submissions from writers on and off campus

· Meet with staff weekly; may set up individual meetings

      with poetry assistants. 

· Read all poetry submissions

· Distribute submissions to poetry assistants and practicum

· Select poems to appear in the review

· Notify writers if their work has not been accepted

· Send rejection slips to contributors

· Responsible for aiding in the distribution and promotion of the final product both on and off campus  

Fiction Editor

Purpose:         


To select and edit all fiction pieces that will appear in the santa clara review.

Essential Duty:


To read and discuss all fiction submitted, both in practicum setting and with other editors before selecting submissions to appear in the review.

Specific Duties:


· Lead weekly fiction practicum, studying and discussing submissions 

· Solicit fiction submissions from writers on and off campus

· Meet with staff weekly; may set up individual meetings

      with fiction assistants. 

· Read all fiction submissions

· Distribute submissions to fiction assistants and practicum

· Select fiction to appear in the review

· Notify writers if their work has not been accepted

· Responsible for aiding in the distribution and promotion of the final product both on and off campus

Nonfiction Editor


Purpose:            

To select and edit all nonfiction pieces that will appear in the santa clara review.

Essential Duty:


To read and discuss all nonfiction submitted, both in practicum setting and with other editors before selecting submissions to appear in the review.

Specific Duties:


· Solicit nonfiction submissions from writers on and off campus

· Meet with staff weekly; may set up individual meetings

      with nonfiction assistants. 

· Read all nonfiction submissions

· Distribute submissions to nonfiction assistants 

· Lead one nonfiction practicum each quarter

· Select nonfiction to appear in the review

· Notify writers if their work has not been accepted

· Responsible for aiding in the distribution and promotion of the final product both on and off campus 

Art Editor


Purpose:          

To select all art that will appear in the santa clara review.

Essential Duty:


To review all art submitted to the magazine, work with practicum and assistant(s) to make final decisions. To find a cover artist for each issue and aid in the cover design.

Specific Duties:

· Coordinate and hire artist to design covers for both review issues

· Solicit art submissions from artists

· Meet with staff weekly; may set up individual meetings with assistants

· Evaluate all art submissions

· Lead one art practicum each quarter

· Promote and attend art events around campus

· Select art to appear in the review

· Notify artists if their work has not been accepted

· Care for submitted art, return all art to submitters

· Establish and maintain a close relationship with the art department

· Work with and be available to art assistant(s)

· Responsible for aiding in the distribution and promotion of the final product both on and off campus


