
Six Degrees Staff Positions 2009-2010 
 
 
President 
 
- Act as the group’s head administrator, planning and running weekly meetings and 

delegating responsibilities for both the journal and its advocacy activities. 
 
- Work closely with the other staff members to ensure the organization runs smoothly, 

deadlines are met, and job responsibilities are fulfilled. 
 
- Receive and respond to criticism, compliments, comments, or questions about the 

organization in a responsible and professional manner. 
 
- Work with the ASSU bureaucracy and other relevant parties to make sure everything 

is in order; this may include attending information sessions or meeting with ASSU 
representatives. 

 
- Handle faculty relations, keeping contact with the faculty advisor board. 
 
- Sign up for activities fairs and other events at which Six Degrees should have a 

presence. 
 
 
Associate Editor 
 
- Provide logistical support for the group in any way possible; the Associate Editor’s 

main duty is to be flexible and willing to help the group achieve its goals. 
 
- Act as an intermediary between different constituent parts of the group (Advocacy, 

Production, Interviewers, etc.) 
 
- Act as a bridge between the Copy and Layout teams. 
 
- Set deadlines in cooperation with the Copy and Layout teams. 
 
- Delegate responsibilities for the production of hot spots, book reviews, and 

advocacy/event summaries. 
 
- Manage the two-round submissions process, which includes: collecting submissions, 

recruiting the selections committee, e-mailing submissions to the selections 
committee, compiling committee ratings and comments, choosing which articles are 
to be presented at the selections meeting, reading all of these articles, assigning these 
articles to individuals for summary, and tallying the votes of the selections 
committee. 

 



- An ability to multi-task and manage many files, deadlines, and personal contacts is 
essential. 

 
 
 
Advocacy Director 
 
- Act as the head of all Six-Degrees related advocacy events. These may include, but 

are not limited to: academic talks, roundtable events, movie screenings, concerts, and 
other awareness-raising activities. 

 
- Be responsive to the group’s ideas and input regarding what advocacy events Six 

Degrees should host independently or in collaboration with other groups. 
 
- Analyze all the components required to make an event happen and delegate different 

duties to those working with you. Components include: contacting potential speakers, 
setting event times and dates, securing rooms for events, helping the PR/Distribution 
chief publicize the events, planning event budgets, and securing food, print materials, 
and necessary equipment for these events. 

 
- Maintain contact with other student groups approaching Six Degrees for 

collaboration, support, and co-sponsorship. Approach other groups for co-sponsorship 
of Six Degrees-initiated events. 

 
- Update the group on your advocacy work at weekly meetings and present co-

sponsorship requests to the groups for approval. 
 
 
Financial Manager 
 
- Apply for ASSU and/or TSF funds to finance Six Degrees’ production, advocacy and 

logistics. 
 
- Investigate means of reducing Six Degrees production and event costs. 
 
- Manage Six Degrees accounts and provide budgetary assistance for Six Degrees 

projects and events. 
 
- Reimburse members for group expenses and disburse sponsorship funds to groups 

approved for financial co-sponsorship support. 
 
- Attend weekly meetings and ASSU Financial Officer info-sessions. 
 
 
 
 



Chief Copy Editor, Assistant Copy Editor 
 
- Take rough articles and turn them into the polished products we see in the journal. 
 
- Communicate with the authors regarding the acceptance/rejection of their articles and 

the editing of the articles. 
 
- Recruit copy editors, assign articles to the copy editors, and inform copy editors of 

their responsibilities and objectives (i.e. target length of article, changes discussed, 
Six Degrees style guide, meeting with the authors). 

 
- Delegate responsibilities such as: fact checking, streamlining and checking of 

footnotes, writing two- and three-sentence summaries of the articles. 
 
- Obtain bios, mug shots and photos from the authors. 
 
- Review the work and edits of the copy editors, which includes a final read of all 

articles and a review of the pre-proof and proof when the issue is ready for press. 
 
- Attend weekly meetings and work with the Layout Designer to set deadlines and 

ensure a smooth publication process. 
 
 
Chief Layout Designer, Assistant Layout Designer 
 
- Organize all the information to be placed in each issue, and determine the format of 

the issue using templates of past issues. 
 
- Make sure we have all the necessary photos, photo credits and copyright permission. 
 
- Create a team to gather and lay out pictures, text, citations, etc. for each issue. 
 
- Print a final copy of the issue for a pre-proof reading. 
 
- Make any changes identified by copy editors during the pre-proof reading. 
 
- E-mail a PDF version of the final copy (once pre-proofed) to Prodigy and ensure that 

they can open the file. 
 
- Review the final proof printed by Prodigy and make last-minute changes. 
 
- Continue to innovate and improve the Six Degrees format to make the journal look as 

professional as possible. 
 
- Attend weekly meetings and work with the Chief Copy Editor to set deadlines and 

ensure a smooth publication process. 



 
 Please note: Six Degrees uses Adobe InDesign and a thorough knowledge of 

InDesign is crucial for this position. If you are not familiar with InDesign, you MUST 
be committed to learning it during our Spring Quarter officer transition. 

 
 
Webmaster/Archivist 
 
- Help maintain and expand our new website here at WordPress 
 
- Upload and manage current articles and journal news on this website 
 
- Scan and upload past articles onto the website to create a database of past issues 
 
- Continue developing and expanding Six Degrees’ internet presence over the year 
 
- Update and maintain our list of on-campus human rights-related events 
 
 Please note: No extensive programming experience is required, although basic 

understanding of programming would be ideal and a commitment to learning how to 
manage this system is critical. 

 
 
PR/Distribution Chair 
 
- Spread the word of all Six Degrees happenings. 
 
- Set up distribution schedules for dorm-wide distribution; ensure that copies are 

distributed to our faculty advisory board. 
 
- Create and print fliers for Six Degrees activities, such as submissions processes, 

member recruitment, and advocacy events. 
 
 
 
 
 
 
 
 
 



 
Six Degrees Staff Application 2009-2010 

 
Thank you for your interest in staffing Six Degrees: A Stanford Journal of Human Rights. 
 
The application follows. Please answer the following questions thoughtfully and 
thoroughly.  Use as much or as little space as you need. Please submit your answers via 
the online survey or e-mail them to hrsubmissions@lists.stanford.edu by April 24, 2009. 
 
1. Name:  
  
2. E-mail:  
  
3. Phone Number:  
  
4. Year:  
 
5. Do you plan to study abroad next year? If so, during what quarter?  
  
  I do not plan to study abroad 
  I will be abroad during fall quarter 
  I will be abroad during winter quarter 
  I will be abroad during spring quarter 
  I am not yet sure, but will probably be abroad during one of the three  
  quarters 
 
6. Positions you are applying to: (you may select more than one)  
  
  President/Editor in Chief 
  Associate Editor 
  Advocacy Director 
  Financial Manager 
  Chief Copy Editor 
  Assistant Copy Editor 
  Chief Layout Designer 
  Assistant Layout Designer 
  Webmaster / Archivist 
  PR / Distribution Chair 
 
7. Why are you interested in becoming a leader within Six Degrees? What aspects of 
the group appeal to you?  
 
 
 
 



 
 
 
8. What new ideas do you have for the upcoming year of Six Degrees? 
 
 
 
 
 
 
 
 
9. Why are you qualified for the position (experience, personal qualities, etc.)? 
 
 
 
 
 
 
 
 
10. What other commitments do you have for Spring Quarter 2009 and for the 
2009-2010 academic year? How will these affect your ability to commit to Six 
Degrees? (For example, if in another student group, at what times of the year is that 
group busiest? When does that group meet or rehearse?)  
 
 
 
 
 
 
 
11. Finish this thought creatively: “Once, while dining with…”  
 
 
 
 
 
 
 
12. Is there anything else that you'd like to add? 
 
 
 
 
 



 
 
 
13. Please note: 
 
Past experience has proven that job responsibilities are often redistributed among 
different staff members. Cooperation and teamwork are valued above strict adherence to 
a position's established responsibilities, and as such, input regarding the content and 
direction of the group at large is enjoyed by all members. In short, do not interpret any of 
these officerships as maintaining a subordinate position to any of the others. 
 
Furthermore, although it is a bi-annual publication, Six Degrees is constantly operating 
and involved in more activities than simply publishing the journal. Please recognize that 
being an officer for Six Degrees does not simply entail completing the responsibilities for 
your position, but also actively participating in the discussion, decision-making, 
brainstorming, and planning processes of the Six Degrees community. Any position is a 
time commitment of on average 5-10 hours per week, with more than 15 for 
planning events and during production time. Your job as officer will start during 
Spring Quarter 2009 and continue until the end of Spring Quarter 2010, and you 
will be expected to contribute to the work of Six Degrees throughout this period.  
 
If you accept an officer position, you agree to attend weekly meetings, fulfill the duties 
set forth in the description of your position, and contribute to the work of the journal as a 
whole. If your ability to fulfill these requirements changes at any point during the 
following year, you must immediately notify the other staff members.  
 
 
  I agree 
 
 
 
 
 
 
 
 
 
Thank you for your interest in becoming an officer of Six 
Degrees! We look forward to the chance to work with you 

next year. 


