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Society of Analytical Psychology
Managing Editor, Journal of Analytical Psychology

Job Description

Manage the editorial process
1. Oversee and co-ordinate the publication process, communicating with editors, authors, publishers and production editor.
2. Maintain and advise on the interface between contributors, reviewers and editors on Research Exchange (ReX) digital submission and peer review platform. Extract information and reports for editors, as needed.
3. Maintain authors’ files on DropBox, plus Excel spreadsheets relating to papers in progress
4. Oversee schedule of production, adhering to all deadlines. 
5. Commission translation of abstracts and authors’ brief biographies.
6. Ensure authors have all necessary permissions from sources, including use of prose, poetry, lyrics, illustrations, photographs, tables etc. Advise on copyright where necessary.
7. Ensure authors have anonymized original case material through collection of author submission anonymization forms, where appropriate.
8. Manage production of the following sections: Book Reviews, Books Received, Journal Reviews, Clinical Commentaries, Film & Culture, co-ordinating with section editors over the due processing of their contributions.
9. Proofread all copy, including liaising with authors over final emendations, and ensuring papers follow house style. Send authors instructions for checking online proofs.
10. Post-production: send book reviews to publishers; inform authors of sharing rights re their papers; publicise new issue.

Communications
11. Identify and exploit promotional opportunities, e.g. re Journal events (seminars, workshops), conferences, release of new issues, award-winning papers, etc.
12. Maintain the Journal’s website and YouTube channel, and liaise with publisher over changes to the Journal’s pages on publisher website. 
13. Update the Journal’s mailing list (Mailchimp) and complementary online access list
14. Send publicity to external organisations such as the International Association for Analytical Psychology (IAAP), and other Jungian and psychoanalytic institutions
15. Post on social media channels as relevant
16. Draft, with the editors, the Journal’s twice-yearly newsletter
17. Produce occasional publicity flyers (e.g. for inclusion in conference publicity bags)
18. Consider marketing strategy with Editors-in-Chief, publisher and the Society of Analytical Psychology CEO, including possible future development of regular podcasts, video abstracts

Other duties
19. Arrange, attend and minute Journal Editorial Committee meetings (4 x per year) including preparation of papers for annual Michael Fordham Prize (February meeting)
20. Maintain liaison and general interface with publishers.
21. Answer general queries including re subscriptions, authors’ reproduction rights, and translation of original papers for publication in foreign journals.
22. Maintain overview, with Editors-in-Chief, of the Journal's financial status.
23. Administrative support and other duties within the scope, spirit and purpose of the job as requested by the Editors-in-Chief.

Assistance with occasional conference organisation 

Conferences are held in-person in the UK or overseas approximately once every 2-3 years; online conferences or mini-conferences may be held more frequently. 
1. Support editors re liaison with hotel/venue over conference contract, pre-booked accommodation, rooms, catering, A/V requirements etc.
2. Liaise with conference presenters
3. Assist with conference publicity
4. Assist with programme planning including ‘Call for Papers’, liaison with speakers and chairs once proposals have been selected
5. Organise translation of papers (if needed)
6. Produce Journal flyer for conference pack – and offer (paid-for) advertising space in pack for other organisations’ flyers 
7. Compile and prepare final programme material, including timetable, abstracts, bios, venue/general information
8. Answer registrants’ inquiries before and during the conference
9. Organise volunteers to assist with registration process (for in-house conferences)
10. Undertake post-conference work as necessary, including sending out video recording links, CPD certificates, feedback/evaluation forms, arranging payment of honoraria to plenary speakers, adding registrants to Journal’s mailing list, etc.

Person Specification
Necessary
· Strong administration, time management & organisational skills with a high level of attention to detail
· Ability to prioritise workload, hold awareness of deadlines and adhere to these
· Excellent proofreading skills
· Able to work remotely and manage one’s own workload while liaising with a variety of people (editors, authors, reviewers, publisher, proofreader)
· Strong interpersonal skills
· Good written skills
Desirable
· Experience in academic publishing or an editorial role
· Interest in any of the following: analytical psychology/psychoanalysis, psychotherapy, or psychology generally
· Confident user of Microsoft products (Outlook; Word; Excel; Powerpoint), Dropbox and Mailchimp 
· Experience with digital manuscript submission and review platforms or willingness to learn (training will be given)
· Experience of promotion via social media (Facebook, X, LinkedIn)
