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POSITION PURPOSE 
Provide editorial assistance in the development and processing of manuscripts to ensure timely and 
quality publication of books. 
 
ESSENTIAL JOB FUNCTIONS 
- Assist in all facets of manuscript development.  Assist in reviewing unsolicited manuscripts and 

proposals, securing appropriate and qualified reviewers, and preparing materials for editorial board 
review.  Maintain and monitor manuscript review and publication schedules. 

 
- Assist in all facets of editorial work.  Assist in editing book manuscripts; identifying and overseeing 

freelancers, electronic coding and manuscript clean up, and interfacing with authors, contributors 
and editors. 

 
- Provide assistance in screening and selecting book proposals and manuscripts; verify writing 

competence; update department databases.  Assist in developing materials for publications; maintain 
and monitor manuscript editing and copyediting schedules. 

 
- Prepare correspondence, transmittals and communications; assist in coordinating projects; perform 

miscellaneous administrative support functions. 
 
- Perform related work as assigned. 
 
ADDITIONAL COMMENTS 
This classification is designed to provide routine editorial assistance in the development and processing 
of manuscripts for publication. Skills in proofreading and editing and some understanding of scholarly 
book publishing are preferred.  Work activities require providing assistance in all facets of manuscript 
preparation, editorial work and publication.  Work activities require interfacing with freelancers (copy 
editors, proofreaders, indexers, etc.) authors and internal editorial staff.  This classification is generally 
assigned to the University Press within the University Library System.  This classification reports to and 
receives technical guidance from a management level position. 
 
 
 
 
THIS DESCRIPTION IS INTENDED TO INDICATE THE KINDS OF TASKS AND LEVELS OF WORK DIFFICULTY THAT WILL BE REQUIRED OF POSITIONS THAT WILL BE GIVEN THIS 
TITLE AND SHALL NOT BE CONSTRUED AS DECLARING WHAT THE SPECIFIC DUTIES AND RESPONSIBILITIES OF ANY PARTICULAR POSITION SHALL BE.  IT IS NOT INTENDED TO 
LIMIT OR IN ANY WAY MODIFY THE RIGHT OF ANY SUPERVISOR TO ASSIGN, DIRECT AND CONTROL THE WORK OF EMPLOYEES UNDER THEIR SUPERVISION.  THE USE OF A 
PARTICULAR EXPRESSION OR ILLUSTRATION DESCRIBING DUTIES SHALL NOT BE HELD TO EXCLUDE OTHER DUTIES NOT MENTIONED THAT ARE OF SIMILAR KIND OR LEVEL 
OF DIFFICULTY. 

 
 



 
MINIMUM QUALIFICATIONS 
- Graduation from an accredited college or university or an equivalent combination of education 

and/or experience. 
 
- Excellent oral and written communication skills. 
 
- Some knowledge and experience with computer software applications for publications or other 

communications, e.g. Filemaker Pro, Word, Excel, etc. 
 
- Ability to organize and prioritize work assignments to meet established deadlines. 
 
- Ability to establish and maintain effective working relationships between external and internal 

contributors. 
 
- Some knowledge and experience in writing, editing and proofreading preferred. 
 
- Some understanding of scholarly book publications preferred. 
 
- Some experience in manuscript editing preferred. 
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