
 

 

 

 

 

R.S.U. No. 67 
Chester, Lincoln, Mattawamkeag 

Job Description 
 

Title:  Mattanawcook Academy Yearbook Advisor 

Qualifications:   
 

 Proficient knowledge of photography, graphic layouts, use of digital cameras, 
computers, and publication software. 

 Demonstrates professionalism and contributes to a positive work/learning 
environment. 

 Exhibits consistency, resourcefulness, resilience, and punctuality. 

 Manages tasks efficiently to meet deadlines and anticipate time constraints. 

 Demonstrated ability to motive students and develop a positive rapport with 
school and community. 

 Knowledge of accounting and budgeting – ability to handle / receipt money, write 
receipts, balance yearbook account, and authorize payments. 

 
 

Reports to: Mattanawcook Academy Principal 

Job Goal:  The Yearbook Advisor will coordinate the production, sale, and distribution 
of the high school yearbook.  The advisor will recruit, train, and supervise the student 
staff and monitor the financial records and activities of the program.   
 
Responsibilities:  

Staff Supervision: 

 Encourage active student participation – recruit and supervise a staff of 10-20 

students. 

 Plan and schedule yearbook staff meetings, as needed, before or after school, to 

meet as an entire student staff to review necessary tasks and deadlines. 

 Develop a yearbook ladder and an outline of activities.  

 Coordinate activities with the school calendar.  

 Inform students about staff responsibilities; provide support, guidance, and 

accountability to help students benefit from program participation. 

 Guide students in the development of their assignments.  

 Encourage students to accurately and fairly represent the entire school 

population. 

 Evaluate student interest/commitment.  

Mission:  R.S.U. No. 67 strives to provide a safe, caring, supportive educational environment 
which empowers all individuals to fulfill their unique potential as lifelong learners and to become 
responsible, contributing citizens in an ever-changing global society. 
 



 

 

 Provide guidance with layout, picture/artwork selection, writing styles, etc. 

 Help students with proofreading and editing to maintain an expectation of high-

quality work. 

 Ensure that yearbook content is accurate and appropriate.  

 Provide the principal an opportunity to review final draft pages before publication. 

 Provide opportunities for students to critique program activities.  

 Evaluate program outcomes, and develop and implement improvements year to 

year. 

 Attend numerous school events to take photos both on and off campus to be 

represented in the book. 

Administrative Responsibilities: 

 Monitor production quality and publication deadlines. 

 Select a yearbook vendor and photographer, when outsourced.  

 Maintain confidentiality of privileged information. 

 Oversee the collection, proper storage, and safe return of photographs, 

materials, etc. 

 Recommend programming options.  

 Develop an annual budget for administrative approval. 

Program/Equipment Maintenance: 

 Identify needs and supplies of yearbook production to maintain materials and 

keep them up-to-date. 

 Ensure that equipment is operational and available, when needed.  

 Keep track of school equipment assigned to students. 

 Check and store program equipment.  

 Implement rules/procedures that promote the correct use and care of program 

resources. 

 Take necessary steps to ensure that technology is properly and efficiently used 

to produce the yearbook and meet all deadlines. 

Sales & Marketing, Advertisements, Bookkeeping, & Accounting 

 Manage program communications and publicize program information.  

 Maintain open/effective communication and advance the district’s professional 

image.  

 Facilitate the sale of community business ads and senior “baby ads.” 

 Responsible for advertisement design when not provided by business or 

organization. 

 Prepare/maintain accurate financial records of yearbook and ad sales, expenses, 

etc. 



 

 

 Follow established policies and procedures with MA bookkeeper regarding bank 

deposits and program purchases to maintain an accurate record of yearbook 

payments and revenue. 

Yearbook News and Information: 

 Organize and prepare yearbook documents to have clear deadlines and up-to-

date information. 

 Ensure that yearbook information is available to parents and students. 

 Coordinate paperwork and mailings to notify the graduating class of the 

necessary information regarding senior portraits and senior section content. 

 Consult with parents, as needed (e.g. phone calls, email, meetings, etc.) 

 Communicate yearbook ordering deadlines and minimum deposits to students. 

 Collect yearbook balances due throughout the year. 

Yearbook Distribution: 

 Coordinate distribution of books to students at an end of the year, school-wide 

assembly. 

 Oversee yearbook security and distribution procedures. 

 Organize the delivery and storage of yearbooks, arrange and/or provide 

transportation of yearbooks to be distributed. 

 Arrange all materials and photos for safe return by delivery or pick-up. 

Work Schedule: Year-round 
 
Evaluation: To be performed on an annual basis by the Mattanawcook Academy 
principal. 
 
 
 
Adopted:  June 18, 2014 
 
 


