Amherst College
Office of Human Resources

JOB DESCRIPTION
Title: Assistant Editor
Department: Library/Amherst College Press Reports to title: Director of the Amherst College Press
Full Time:

X

Part Time:

Date Prepared:

Job Group & Level: PT-3

Regular Daily Work Schedule:

Pay Type: Weekly

Monthly x

(Summer Months) Months Per Year:

Months Per Year: 12

April 25, 2019

Hours Per Week: 40
Hours Per Week:

1. Summary of Position:
The Assistant Editor is as a key member of two scholarly publishing teams, the Amherst
College Press and Lever Press. The Assistant Editor functions as an acquiring editor and
the operations manager to ensure editorial processes are developed, implemented, and
tracked along the path of each title’s development. Working alongside the Director of the
Press, the Assistant Editor is responsible for establishing basic elements of the peer
review process for both proposed works and complete manuscripts, and assuring the
implementation of these elements, as appropriate, in the case of each title. In addition, the
Assistant Editor is principally responsible for maintaining the digital presence of the
Amherst College Press and Lever Press, working collaboratively with the Office of
Digital Programs in the Amherst College Library.
The Assistant Editor takes appropriate actions to support a diverse workforce and
participates in the College’s efforts to create a respectful, inclusive, and welcoming work
environment.
2. Principal Duties and Responsibilities:
50 % Acquiring Editor

● Research, identify, and recruit scholars as peer reviewers, assigning manuscripts
to reviewers.
● Develop and implement internal processes for the performance of peer review,
contracting, and vendor relationships.
● Acquire four to five titles per year for the Amherst College Press. Through these
choices, assist in shaping the editorial program of the Press.
● Acquire four to five titles per year for Lever Press.
● Attend scholarly meetings and independently initiate contact on behalf of the
Press with potential authors.
● Participate in meetings of the Level Press Operations Group.
45 % Operations Management
● Manage the contracting process with authors including establishing
deadlines for performance, assuring completion of reviews by deadline,
and overseeing payments of honoraria.
● Prepare minutes of meetings of the Amherst College Press Editorial Board.
● Develop, prepare and distribute materials for meetings of the Amherst College
Press Editorial Board as well as the Lever Editorial Board.
● Maintain and enhance the Amherst College Press website and social media.
5% Performs other duties/functions as requested.
All employees are expected to participate in the College’s efforts to create a
respectful, inclusive, and welcoming work environment.
3. Internal-External Interaction/Communication:
● Initiates contact with potential authors and potential peer reviewers.
● Communicates with reviewers and authors to assure the timely execution of the
submission and peer review process.
● Communicates with appropriate Library personnel, especially the business
manager, to assure timely payment of honoraria.
● Represents the Press, as appropriate, at professional meetings.
● As a colleague within the Amherst College Library, serves as appropriate on
library committees and task forces.

4. Education: (Include certifications and licenses)
Required: Bachelor’s degree
Preferred: Graduate training in a discipline of interest to the editorial program of the
Press.
5. Experience: (List specific skills necessary to perform this job)
Required:
● Five years of experience in the setting of a scholarly press.
● Demonstrated time management and organizational skills.
● Experience working with a diverse community.
Preferred:
● Demonstrated experience working effectively with distributed teams.
● Experience using web-based project management tools, e.g Asana.
6. Environmental and Physical Demands: (Please describe the work environment and
unusual physical demands, i.e. lifting requirements.)
● Typical environmental and physical demands associated with libraries,
offices, meetings, training rooms, and classrooms including visual – normal
concentration; repetitive motions including hands, wrists and fingers; and
lift, carry, push, and pull up to 10 pounds.
7. Decision Making:
● Draws on expertise in the substance and process of scholarly publishing to
develop and put in place a sound and rigorous peer review process for titles of
both the Amherst College Press and Lever Press.
● Based on a familiarity with the scholarly fields in which both the Amherst College Press
and Lever Press publish, identifies scholars external to the college appropriate to serve as
reviewers and successfully recruits them to serve as reviewers.
8. Supervision Exercised/Received:
● The Assistant Editor is supervised by the Director of the Amherst College Press.
● The Assistant Editor has partial support from the office administrator in the
Library’s administration office; this is not a supervisory relationship.
Supervisory Responsibility:

Yes

Number of Employees Supervised: 0

No

x

