Senior Editor 

JOB SUMMARY:

To oversee the management and production of current products and to expand lines through new product development.  To expand distribution of products by using print, CD-ROM, and Web media.

ESSENTIAL FUNCTIONS:

1.
Supervises and trains editors and conducts regular performance evaluations.

2.
Hires new editors for department, makes product assignments, and oversees department operations to ensure that production schedules are met.

3. 
Works with editorial team to revise and enhance product lines using customer feedback from surveys and focus groups.

4. 
Prepares budgets of time and money for department and monitors performance within these parameters.

5.
Works with new product editors and marketing team to develop concepts into final products.

6.
Works with editors to prepare editorial calendars for their products.

7.
Keeps abreast of changes in the marketplace that could signal potential opportunities for company growth.

8.
Attends seminars and trade shows.  Develops relationships with outside experts for possible partnership opportunities.

9. 
Meets with managers of other departments to facilitate interdepartmental cooperation and efficiency.

10.
Participates in company wide long-range strategic planning.

QUALIFICATIONS: 

1. 
Bachelor's degree required.

2. 
At least five years of experience in editing and publishing.

3. 
Good editing, research, and writing skills.

4. 
Good organization, planning, and communication skills.

5. 
Good people skills for effective staff management.

