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TITLE: Managing Editor       REPORTS TO: CEO 
 
EXEMPT/NON-EXEMPT:  Exempt      PAY LEVEL: 8 
 
SUMMARY OF POSITION 
The Managing Editor provides creative and passionate direction for the Daily Citizen website and 
related digital platforms, working with the CEO to provide overall planning and execution of daily 
news and “sense of place” coverage. The Managing Editor is responsible for working with the staff 
to deliver high-quality digital content that grows our audience, and assists as needed with the email 
newsletter, social media and other content. 
 
EDUCATION/EXPERIENCE 
Four-year degree in journalism or related field, or experience commensurate with four-year degree. 
Minimum of 5 years daily journalism or similar experience and demonstrated editing, digital 
content and leadership skills. 
 
ABILITIES/SKILLS 

1) Must demonstrate advanced understanding of the skills needed to edit, report and write 
news and features stories, including writing on deadline, with a focus on production to 
serve an audience using multiple digital platforms. Strong headline writing for a modern 
audience is critical (e.g. engaging SEO over puns!) 

2) Must have advanced knowledge of spelling, grammar and story organization, working with 
reporters to produce clear and concise content for easy consumption on digital platforms. 

3) Must have in-depth knowledge of SEO best practices and tools, and must be able to work 
with the news staff to track and understand audience metrics, making adjustments to 
content to grow our audience and reader-related revenue. Knowledge of Google Analytics 
and Parse.ly a plus. 

4) Ability to concurrently edit and assist reporters on multiple stories of various depth. Must 
be able to quickly get breaking news on the website and other digital platforms. 

5) Ability to train and develop less-experienced reporters and student interns through regular 
coaching and one-on-one training both formal and informal.   

6) Ability to recruit and coordinate with freelance staff, including photographers and other 
visual artists. 

7) Ability to adapt to a varied workload and varied work days. 
8) Strong communication skills with reporters and other managers, including attending and 

leading meetings, as well as addressing inquiries from readers and the general public.  
9) Strong knowledge of libel, media law, First Amendment and state Sunshine Law. 
10) Adhere to Daily Citizen standards of ethical conduct. 

 
GENERAL DESCRIPTION OF DUTIES 
 Works closely with the Chief Executive Officer to formulate and execute the overall news 

and “sense of place” coverage for the Springfield Daily Citizen. Within the overall plan, the 
Managing Editor exercises discretion and independent judgment in executing the strategies. 

 Directs Visual Journalist and freelance photojournalists to ensure a visual plan for both 
daily and enterprise content. 

 Leads the development and takes ownership of the website and related digital products, 
including managing the website and assisting the Digital and Multimedia Engagement 
Specialist as needed with the email newsletter(s), social media and other content. 

 Understands and oversees the day-to-day flow of content to the website, working with the  
staff to plan and execute daily and enterprise coverage.  

 Oversee plugins and other software vendors as it relates to editorial content. File IT service 
requests with these vendors and explore new solutions as needs arise. Current plugin stack 
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includes: Newspack suite, The Events Calendar, Yoast, Parse.ly, Site Kit, and GN Publisher, 
among others. 

 Works closely with the CEO and the reporting staff on the agenda for in-depth coverage. 
 Oversees development of calendars and obituaries.  
 Manages a freelance budget, and develops a freelance network to produce content. 
 Selects, supervises and mentors student interns. 
 Supports efforts of the CEO, Chief Development Officer and other staff to grow readership 

and revenue. Supports community engagement efforts. 
 
 
REQUIREMENTS AND WORKING CONDITIONS 
 Some driving is required, primarily within the area. Employee must have an operating 

vehicle, a valid driver’s license, an acceptable driving record, and maintain state-required 
vehicle insurance. 

 Extensive computer use; good keyboarding skills required. 
 Extensive phone use; speaking and hearing required to give and receive necessary 

information in person and on the phone. 
 Seeing/depth perception required for computer, reading, handling paperwork, driving. 
 Job involves: 

o Standing 5% 
o Walking 15% 
o Sitting 80% 

 Minimal lifting, carrying, pushing or pulling. 
 Minimal climbing, balancing, stooping, kneeling, crouching, crawling, reaching or handling. 

 
The Springfield Daily Citizen offers: 
 A blended work environment, allowing work from home up to two days per week. 
 A competitive salary and benefits package, including health, dental and vision insurance 

plans, plus a company match to a 401(k). 
 
The Springfield Daily Citizen is an equal opportunity employer and does not discriminate in hiring 
or employment practices on the basis of race, color, religious creed, national origin, age, sex, marital 
status, ancestry, veteran status, pregnancy, medical condition, citizenship status, genetic 
information, sexual orientation, gender identity, disability or other basis prohibited by applicable 
local, state or federal law. 
 


