Royal Society of Tropical Medicine and Hygiene

Locum Associate Editor (maternity cover for a minimum of 9 months)
ca £28,000–30,000 per annum pro rata (depending on experience)

Part-time (21 hours per week)

Summary of role

The Associate Editor supports the efforts of the Managing Editor by being involved with the peer-review of journal submissions, commissioning manuscripts and making decisions on papers. They contribute to journal quality by editing and proofreading content prior to publication. 

Responsibilities include but are not limited to:

Key tasks

· Maintain editorial and administrative procedures for the RSTMH journals

· Liaise with authors, referees, Editorial Board members and external editorial staff to ensure smooth copy flow

· Contribute to journal content and manage quality

· To be a point of contact for authors, referees, Editorial Board members and contacts at our publishers

· Agree targets with the Managing Editor

· Maintain and update the journals’ and RSTMH websites 
Content

· Responsible for editing journal manuscripts for scientific content, sense, accuracy, language, grammar and style when required

· Check content on page proofs 

· Assist with the peer-review of journal submissions in association with the Editorial Boards, Editorial Assistant and Managing Editor

· Support the work of the Managing Editor by making decisions on manuscripts when required

· Work with authors throughout the writing (if commissioned) and revision processes 

· Become familiar with scientific, clinical and statistical terminology

· Identify topics, articles and contributors for commissioning purposes

· Identify articles of commercial and media interest

· Keep informed of developments in the journals’ subject areas by 

· monitoring journals publishing relevant content

· building relationships with relevant groups of academics and clinicians

· attending relevant meetings as required

· Develop (when appropriate) ideas for enhancements to articles in print and on the web and identify web-only content
· Develop the RSTMH house style and author instructions in association with colleagues in the editorial team

General

· Perform journal-related administrative tasks in a timely manner and keep records up to date

· Communicate with authors, referees, members of the Editorial Boards and the scientific and clinical community (by telephone, email, face-to-face meetings etc.)

· Collaborate with the rest of the RSTMH team to develop and refine effective working practices for the journals

· As requested, provide feedback and participate in testing relating to the RSTMH and journals’ websites 

· Liaise with the external editorial, production, marketing and commercial teams as necessary

· Represent the RSTMH and RSTMH journals at relevant meetings

Key contacts

Internal

Managing Editor

Copy Editor

Editorial Assistant
Business Development Manager

External

Authors

Peer-reviewers

Editorial Assistant (Elsevier)

Editorial Board members

Production team (Elsevier)

EES technical support representative (Elsevier)

Marketing and commercial teams (Elsevier)

