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KRAVIS LEADERSHIP
V! INSTITUTE

3’ CLAREMONT MCKENNA COLLEGE

Journalist/Photojournalist Assistant

Description:

KLI’s newsletter, lllumine, is published on a trimester basis and is a publication of the
Kravis Leadership Institute which highlights the current leadership research and Institute
programs. Assistance is needed in developing, editing, and launching each issue.
Journalist/Photojournalist Assistant will report to Nancy Flores, Assistant to the
Directors and/or Joleen Archibald, Program Logistics Coordinator.

Requirements:

This position requires the ability to meet deadlines consistently while working in

cooperation with the KLI Team. Time management skills are essential for success in this

job as the team together will rely on your submitted deliverables. This portion requires a

full academic year commitment. Excellent writing skills are desired and applicants with

previous writing experience, such as in yearbook, blogging, etc., are encouraged to

apply. Photographic coverage of KLI events is also an aspect of this position.

Skills Needed:

=  Working knowledge of Microsoft Office, Publisher, Adobe Acrobat software (PDF’s
creating/merging), and CS4, In-design

= Excellent grammar for article construction and proofreading

Job Responsibilities:

Assist with the publication of the lllumine trimester newsletter through article
submissions

Working with KLI team to write and gather article submissions

Editing and proofreading

Submitting photos and other content to ensure that all updates are disseminated
Assist in the writing of KLI blog

Commitment to attend KLI sponsored events for journalistic coverage

Other duties as assigned

Claremont McKenna College hires and promotes individuals on the basis of their qualifications, consistent with applicable state

and federal laws, without regard to race, color, religion, sex (including gender, pregnancy childbirth or other related medical
conditions), national origin, ancestry, age, physical disability, mental disability, medical condition or medical leave, marital
status, sexual orientation or any other category protected by law. Inquiries may be directed to the Director for Human
Resources, 400 N. Claremont Blvd., Claremont, California 91711-4015, (909) 621-8490.

Employment is contingent upon new employee providing documents verifying U.S. citizenship or, for aliens, documents
verifying legal permission to work in the United States.
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