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Position Announcement 
 

 
Job Title:  Executive Editor 
 
Department: Advancement Office  
 
Reports to: Executive Director for Advancement and Communications  
 

 
 
 

New York Province of the Society of Jesus (Jesuits) 
 

The Society of Jesus, founded in 1540 by Saint Ignatius Loyola, is the largest religious order in 
the Church and today numbers some 18,000 Jesuit priests, brothers and scholastics worldwide. 
Jesuits serve throughout the United States and the world in educational institutions, parishes, 
retreat centers, social justice ministries, international ministries and intellectual apostolates. 

The New York Province is one of nine Jesuit Provinces in the United States. Each province is led 
by a Provincial who is appointed for a six-year term by the Superior General of the Society of 
Jesus in Rome.  

The New York Province currently has responsibility for works in New York state, northern New 
Jersey, and in the Federated States of Micronesia, the Republic of Palau and the Territory of 
Guam. 

 
Job Summary: 
 
The Executive Editor promotes the work of the Jesuits in the Province and in our international 
missions through the Province's external communications vehicles (newsletter, magazine, etc.) 
as well as proactive media relations outreach targeted to regional, national and international 
media. 
The Executive Editor is responsible for all activities related to the creation and production of 
materials in print and electronic forms.  These activities include planning, writing, editing, and 
producing JESUITS, a magazine of the Maryland, New England and New York Provinces; assisting 
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in brand development and advertising; supervising freelance writers and photographers as 
needed; prioritizing and scheduling communications projects to ensure on-time completion; 
and ensuring that all publications of the Advancement Office are consistent with accepted 
professional, Roman Catholic, and Province standards.  Also, the Executive Editor supervises 
and works closely with the Digital Media Assistant who manages the Province website, e-
newsletter, Facebook page and other social media sites. Finally, the Executive Editor 
contributes audio and video content. 
 

Major Responsibilities: 

• Writes, proofreads, and edits copy for Province communications.  
• Manages a budget for print publications and electronic communications to ensure that 

all materials are produced on schedule and within the established budget.  
• Works with advancement staff in planning and creating communications strategies for 

specific fundraising campaigns, including capital, annual, and planned giving.  

• Serves on the National Jesuit Assistancy Committee for Communications Directors, as 
requested by the Executive Director for Advancement and Communications. 

• Other work as assigned by the Provincial, the Vice President for Advancement and 
Communications, and the Executive Director for Advancement and Communications. 
 

 

Print Publications 

• Writes, edits, proofreads and coordinates design, production, and printing of most 
publications.   

• Identifies qualified freelance writers, makes assignments, and ensures that their work 
meets the highest editorial standards.  

• Searches for and proposes story ideas. 
• Coordinates JESUITS Magazine (at least 3 issues per year) with the New England and 

Maryland Provinces. 
• Works with the Advancement Office to create brochures, marketing materials, annual 

appeals, presentations, ads, specialty cards and invitations, obituaries (when needed). 
 
 

Website, Electronic Communications, and Multimedia 

• Assisted by the Digital Media Assistant, the Executive Editor: 

o Maintains and updates website and social media channels (e.g. latest news, 
recent issue of JESUITS magazine, Facebook, Podcasts, ministry pages, links to 
other Jesuit resources). 
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o Manages e-newsletters and e-mail blasts.  

o Creates and posts audio and video Podcasts (e.g. interviews, events, retreats, 
etc.). 

o Creates promotional DVDs and CDs to highlight ministries, individual Jesuits, and 
other Jesuit/Ignatian spirituality. 

o Shoots and edits videos. 

o Maintains database of images and content. 
 

 

 

Public Relations 

• Maintains media database and builds relationships with media personnel. 

• Packages stories for media consumption, drafts pitch letters and press releases.  

• Proactively pitches the media, as requested by the Executive Director for Advancement 
and Communications. 

• Assists with crisis communications as needed.  

 

Requirements: 

• Five years of experience in publishing, media, public relations, video production, and/or 
related fields.  

• Master’s degree (preferred) in journalism, communications or related field.  

• Excellent writing, editing, and proofreading skills for magazine, newspaper, or 
institutional publications, preferably involving religious advancement and grant writing.   

• Excellent verbal communication skills and superior interviewing ability.  

• Managerial experience working with staff. 

• Experience in supervising all phases of publication design, photography, and printing.  

• Familiarity with Jesuit and/or Roman Catholic institutions.   

• Experience in advancement operations at a high school, college, university, or non-profit 
institution, or an equivalent combination of skills and experience.  

• Flexibility at juggling several tasks in a given period to bring them to completion in a 
timely fashion.  

• Superb organization skills. 

• Detail-oriented with strong follow-through and the ability to meet tight deadlines. 
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• Strong proficiency in current technology, including content management systems, web 
development, and graphic design programs. 

• Creative, results-oriented, self-starting, willing to learn and work with a team, and able 
to manage a demanding schedule, including some travel and occasional evening and 
weekend meetings and events. 

 

 

 

Application Procedure 
 

The Executive Editor position will be based in New York City, although occasional travel is 
required.  Salary is commensurate with experience. Comprehensive benefits are included in the 
overall compensation package. 

Interested applicants should submit the following documents to advancement@nysj.org :  

• A one-page letter indicating interest in and qualifications for the position; 
• A resume; 
• Relevant work samples, if available (e.g., press releases, brochures, newsletters, or 

published articles or op-eds); and 
• Names of three professional references with contact information. 

 

No phone calls, please. Applications will be accepted until the position is filled. 

The New York Province of the Society of Jesus (Jesuits) is committed to the principles of equal 
opportunity employment at every level without regard to race, color, religion, national origin, 
sex, marital or familial status, age, non-job related disability, or political affiliation. The Province 
hires without regard to religion when Catholic faith is not a job requirement, and welcomes 
people of all faiths. 
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