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JOB DESCRIPTION 

	Job Title
	Print journalist 


	Location
	Based at Prospect House, Norwich 


	Reporting relationships
	Reports to: Head of dailies production
Direct reports: none


	Job purpose
	To produce pages as required in a timely, accurate and efficient manner meeting quality and style demands within agreed workflows.

Print journalists may be expected to take on areas of specific responsibility without supervision from the Head of dailies production.


	Main responsibilities
	· Ensure amendments are made to design and print-ready copy, headlines, pictures etc if required to complete page.

· Finished pages are checked for accuracy, relevance and quality of design.

· Agreed workflows are followed.

· Templates are created and updated as required to ensure smooth running of operation.


	Working relationships
	Print journalists have close working relationships with staff across Archant. Regular contact will be required with the Head of dailies production, Senior print journalists and designers within editorial production and regular liaison will also be required with other content colleagues around the business.

It will also be important to maintain contact with colleagues in planning, printing and newspaper sales/distribution to ensure the smooth running of print production.


	Additional information
	You will routinely be required to work shifts and unsocial hours – including regular late and weekend shifts on a rota basis.
The role will also require flexibility to work across teams, titles and platforms as required.



	Health and safety
	All employees must observe and comply with Archant policies and procedures for health and safety.
Line managers have responsibility for ensuring a safe working environment and that staff are trained in safe working practices.



	Equal opportunities Statement
	All employees must observe and continually promote equal opportunities and customer care in compliance with Archant’s aims and objectives.


	Job description
agreement
	To be signed on appointment or when a job description is changed, and again six weeks later.

Manager…………………………………………Date ………………

Job holder……………………………………….Date………………


	Note
	This is a description of the role as it is presently constructed. It will be reviewed periodically and updated to ensure that the job description fully reflects the duties of the role.



