Position Description Template

[The following template describes the Managing Editor position at a typical journal published by a non-profit scholarly society. Although we have made every attempt to assure the accuracy and usefulness of the description, by its nature this template is general and must be modified on a case-by-case basis. The Kaufman-Wills Fusting does not assume any legal liability or responsibility stemming from the use of this document.]

Title:


Managing Editor, The Journal
Organization:
The Society

Reports to:

Editor-in-Chief, The Journal
Summary of Duties

· In conjunction with the Editor-in-Chief, establishes an Editorial Office, recruits appropriate personnel, supervises installation and operation of all equipment.

· Manages daily operations of Journal editorial office and staff.  Discusses editorial assignment issues daily with Editor-in-Chief for all incoming manuscripts. 

· Directly supervises X full-time employees: assistant managing editors and editorial assistants. In the offices of a small Journal, the Managing Editor might be the only member of the staff. 

· Using web-based manuscript tracking software, oversees the peer-review process of all manuscripts to ensure that manuscripts flow through editorial process in timely manner.  Manages collection of late reviews.

· Prepares the following reports: monthly statistical reports on Journal and editor performance; quarterly financial reports to compare office budget against actual expenditures; semi-annual editorial office report for Publishing Committee of The Society; annual editorial report for Editorial Board meeting.

· Manages production schedule and preparation of accepted manuscripts for publication.  Maintains close working relationship with Publisher and the Society, while keeping Journal on track for all publication deadlines and allotted annual page budget. Organizes special article solicitation, submission, review, and production.

· Acts as liaison between scientific community and Journal editors by fielding: questions regarding manuscript status and submission guidelines; pre-submission inquiries; feedback from authors and reviewers; questions and comments on Journal policies.

· Maintains office services and provides technical support for Internet connectivity, PCs, and Internet server. Purchases and maintains office furniture and equipment.

· Performs all duties under strict time-sensitive deadlines, as they relate to Journal production schedule and journal performance statistics. 


Performance Requirements

· Baccalaureate degree required. Minimum of 3-5 years prior work experience required.  


· Effective leadership ability to support and guide editorial office staff.

· Strong organizational skills. Sound judgment and the ability to prioritize multiple deadline-sensitive projects. Ability to communicate effectively and diplomatically in electronic, written and oral formats. 

· Working experience in a range of software applications, especially Adobe Acrobat, MS Word, Excel, Access, and Outlook. Enthusiasm to employ technology in efforts to bolster job efficiency. 

Working Relationships

· Internal:  Editor-in-Chief, Assistant Managing Editors, Editorial Assistant, Associate Editors, and university staff.

· External:  Publisher, The Society, Editors, Editorial Board, authors, reviewers, and vendors.
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