Job Opportunities at Easy English NEWS
Writer

Copyeditor

Second in Command

Editor-in-Chief-in-training
WHO ARE WE?  

Easy English NEWS is a 12-page newspaper for immigrants to the United States, to welcome them and help them learn English while they learn about their new environment. It is published 10 months of the year, September to June, and sold to ESL programs across the United States. It was founded by Elizabeth Claire and Mariko Sasaki. Elizabeth Claire has been the chief writer and editor-in-chief as well as business manager.
While the newspaper is addressed to adults and young adult newcomers it is also read by middle schools students, senior citizens, remedial reading students, and some overseas readers in Japan, Korea, China, South America and Europe. Our main market is within the United States. Many of the teachers we serve are fully-certified native-English speaking ESL teachers, while others are reading teachers, classroom teachers, non-native speaking teachers and volunteers. 
Easy English NEWS has been published by Elizabeth Claire for the past 17 years, and is marketed through free samples, conferences, ads in TESOL affiliates, reorders from satisfied customers, and word of mouth. A great part of its popularity comes from the Word Help defining difficult terms, its current, up-to-date articles, the variety of topics, and the specific dedication to immigrants’ needs and language growth. 
Teachers tell us they enjoy using Easy English NEWS in their ELL classes because students love it, and because the many teacher aids included make their planning easier.

Easy English NEWS is written to a reading level appropriate for new readers of English at the low-intermediate level and up. Adult concepts are written in simple sentences with difficult words glossed in the Word Help. An abundance of photographs and illustrations help make the articles comprehensible. 
Regular features are current news; survival skills; holidays and events of the month; readers’ stories; health tips from Dr. Majid Ali (a well-known integrative physician); tips from speech coach Gene Zerna; America the Beautiful; Heroes and History; idioms; humor; a crossword puzzle; and Let’s Talk About It. 


Currently we offer Easy English NEWS in a newsprint format, which is mailed or delivered by UPS to subscribers’ homes or schools. We take no advertising.  At some point in the future, we will make the newspaper available to on-line subscribers.
We must be doing something right. While overall book sales in the ESL market have been declining, Easy English NEWS has enjoyed a 5%-10% increase in circulation each year. Part of our secret is Elizabeth’s having been an ESL teacher for 20 years, and the other part is sending evaluation forms to readers each year to learn what is wanted and needed, and providing that. We look forward to continuing our services for the next several decades. 
You can find out more about the newspaper by reading its history and purpose on this website (www.elizabethclaire.com) and sending for a free sample. You can download free teacher’s guides at the website, and a free 24-page booklet “How to Use Easy English NEWS in your ESL Classroom.”

Who am I looking for?
My goal is to find a person who would find it challenging and fulfilling to serve English language learners and their teachers by producing high-quality content and design for Easy English NEWS, and who can meet monthly deadlines with aplomb. And who would eventually want to take this on as a long-term commitment, and pass it on after many years to the next Editor-in-Chief.
The work can be done by telecommuting after some initial face to face meetings in Virginia Beach, VA. Fax, Email, GOTOMYPC programs and the telephone all work wonders these days.
A candidate would start off demonstrating competency as a writer for which we would pay you. Then copy edit others’ writings; be mentored in page layout and design if needed; develop into second-in-command, and eventually grow into the position of Editor-in-Chief.  
The Editor-in-Chief position requires a variety of skills, knowledge, and experience.

Mentoring would be ongoing for a year or longer as you become more and more independent, and able to produce, design, and layout the monthly paper from template to press on your own. 

If you are a serious candidate, you should already be skilled in using Adobe InDesign publishing program, Photoshop, and be a competent typist.
WHAT’S THE PAY?

The salary will correlate with the skills, experience, and expertise you offer. It’s conceivable that the position can be held by two or more “Seconds-in-Command,” each having responsibility for a limited number of issues or departments, with less deadline stress.

Down the road there would be bonuses, benefits, and perks in addition to salary. Commissions on sales are also available. 

Typical tasks include (but are not limited to)
Monthly:
* Work in the Adobe InDesign Easy English NEWS templates for each month to import articles, place, and shape them,  taking into consideration readability, white space, and good design elements.
* Research and write some articles, delegate some articles to other skilled ESL writers, (I will be happy to be one of the writers; we have a skilled person working on This Is Your Page) choose articles I’ve written in the past from our archives to recycle, update, and refresh recycled articles with new photographs. 

* Rewrite or edit all articles to a low-intermediate level --- Short simple sentences with a very limited use of subordinate clauses and almost no passive sentences. The vocabulary would be high-frequency words generally known by students in their second year of studying English. 

*Search for suitable photographs for articles at several pre-paid stock photo resources; download and process photos in Photoshop; place them in the article. Frame and size photos and apply text wrap. Write captions as needed and give photo credits. 
* For illustrations that need to be drawn, write clear and specific art specs for our artist with instructions and follow up. Receive, process, and place those illustrations. 
* Select words that are likely to be difficult for ELLs in their second year of learning English, boldface them and define these in simple English in the Word Help section.

* Make it all fit. (One of the hard parts...cutting) 
* Send pages to copyeditors; receive edits back from copyeditors, make decisions, and enter those edits that apply. 
* Finalize the newspaper to ready it for press, export it to a press-quality PDF and upload it to our printer’s FTP site by the 14th of each month, August 14 to May 14.
* Create a Teacher’s Guide with additional information or sources a teacher might need, reference websites, and suggest objectives and procedures for the main articles in the paper.

* Create a variety of quizzes each month to provide additional student interaction with the content and vocabulary, and with each other, and to assist in student evaluation. 

Application Form

Name: ____________________________________________________

Email address: _____________________________________________


Telephone ________________________________________________

Address: _________________________________________________

City and state: _______________________________________

Email  the completed form as an attachment to ESL@elizabethclaire.com or 
Fax it to 757-430-4309, 


Or mail it to Easy English NEWS; 2100 McComas Way, Suite 607; Virginia Beach, VA 23456. 

No resume is required, but if you have a recent resume that covers the information in this application form, you can attach it. 

I have the following skills and experiences: 
1. I have taught English to adult English language learners for  ____ years.  
2. I have taught English to high school English language learners  for ___ years. 
3. I have a BA/BS in  _____________________   I have an MA/MS  in __________________

4. Other courses or programs that I have taken _________________________________

______________________________________________________________________

5. Honors or awards? _____________________________________________________
6. My other fields of knowledge and interest ___________________________________
_______________________________________________________________________

7. I have experience in researching and writing materials for low-intermediate adult English language learners. YES___  NO____ (attach samples)
Published works? _________________________________________________________
_______________________________________________________________________

8. I am skilled at writing a variety of types of test questions for low-intermediate English language learners.  YES    NO
9. I have used Easy English NEWS in my classroom  ___ years. YES   NO
10. I am familiar with the philosophy and commitment behind Easy English NEWS and appreciate and respect the struggles of today’s immigrants. (See website)  YES   NO
11. I have a working knowledge of Adobe InDesign publishing program with experience with books, newsletter or newspaper layout and design.   YES    NO
12. I own InDesign program CS4 or better   YES   NO
13. I have good sense of page design for readability and visual appeal.   YES    NO
14. I know how to adjust photos (crop, lighten, size, save) in Adobe Photoshop YES   NO
15. I own Photoshop 11 program or higher  YES   NO
16. I’m creative, but I pay careful attention to detail in a final product.  YES    NO
17. My native language is _____________________________
18. I am fluent in other language(s): _________________________________________

19. I have lived in one or more foreign countries for _______ years/ months. Which? 

20. I’m a graduate of the Landmark Forum   YES   NO
Other Landmark Courses taken: ______________________________________________

_____________________________________________

21. I am able to come to Virginia Beach for orientation and training, then work at home and telecommute  YES    NO

22. In your own words, why would you want to write for Easy English NEWS?

