Vacancy for Desk Editor at:

Edward Elgar Publishing Ltd

Heatherley House 
10 Heatherley Road 
Camberley, Surrey 
GU15 3LW 
UK 
Tel: +44 (0) 1276 459051 
Fax: +44 (0) 1276 685898 
http://www.e-elgar.co.uk

Edward Elgar: A Family Business in International Publishing

Founded in 1986, EEP is a leading international publisher of academic economics, law and management books. We have successfully created a prestigious list with over 3000 titles in print, publishing over 250 new books a year.

Our head office is in Cheltenham, the office in Camberley provides editorial processing and production services, and we also have an office in the US.
EEP is seeking a desk editor to join its editorial and production team. The position would suit an experienced editorial assistant seeking to progress. Good communication skills and the ability to meet deadlines while handling several complex projects simultaneously are essential requirements.

You will be responsible for managing projects from manuscript to pdf file or camera ready copy, including commissioning freelances, liaising with authors, proof collation, and copy editing and proofreading book covers. 

Routine duties involve:

•
receiving manuscripts and draft author crcs from the managing editor

•
commissioning freelances to copy edit manuscripts

•
dealing with queries arising from copy editing following established procedures

•
preparing manuscripts for typesetting

•
advising authors on preparation of camera ready copy and pdf files
•
copy editing of cover copy, proofreading of cover text and checking final cover artwork

•
liaison with authors, production controller and managing editor

•
arranging freelance proofreading and indexing

•
collating proof corrections 

•
checking final revised proofs or camera ready copy

•
authorising invoices for freelances

•
working to agreed schedules 

•
detailed record keeping 

•
creating own correspondence 

•
filing of own correspondence

•
undertaking other tasks which may occasionally be required to ensure the smooth running of the editorial production office
Send your CV with a covering letter including salary expectations to Julie@e-elgar.co.uk

Closing date: 25.1.12

Location: Camberley, Surrey

Salary Range: According to qualifications and experience
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