
 

 
JOB DESCRIPTION 

British Society for Allergy and Clinical Immunology  
 

 

Position Title: Managing Editor 
 
Reporting To: ( Editor) or Chief Executive 
 

Budget Responsibility: None 
 
Number of Reports,  Direct: 0         Indirect:  0      
 
Location: BSACI Office, Battersea, London 
 
Closing Date: Friday 8th March, 2013 
 
Annual Salary £16,194    (Three days per week) 
 

POSITION SUMMARY  

 
Managing the editorial office for the monthly journal Clinical & Experimental Allergy , most importantly in supervising the 
progression of this international journal submissions through the peer review process, from submission to final decision, using 
the online electronic editorial office system. Managing an effective editorial board and undertaking other projects and duties as 
may be required from time to time.   
 
About The British Society for Allergy and Clinical Immunology  
The British Society for Allergy & Clinical Immunology (BSACI) is the national, professional and academic society which represents 
the specialty of allergy at all levels. Its aim is to improve the management of allergies and related diseases of the immune system 
in the United Kingdom, through education, training and research.  Benefits include: 25 days annual leave (pro rata), the 
opportunity to join BSACI stakeholder compliant group personal pension scheme and season ticket loan.  www.bsaci.org   

 

PRIMARY RESPONSIBILITIES 

 MAJOR ACTIVITIES  

(List the activities that the person is responsible for) 

EXPECTED END RESULT 
(Why is it done?) 

1.  Supervising the peer review process from checking in 
submissions to handling final decisions, including 
communicating with editors, authors and reviewers 

To ensure timely review of manuscripts and provide best 
possible service to authors 

2. Handling the efficient, accurate and timely export of 
accepted articles to production 

To ensure even copy flow and on-time publication of journal 
issues 

3. Supplying statistics to the internal and external editorial 
team as and when required 

To assist colleagues in formulating strategy for journal 
development 

4. Assisting editors, reviewers and authors as and when 
required in using the online electronic editorial office 
system, to ensure that they are equipped to use it in the 
best possible way 

To ensure that all users are equipped to use the system in the 
best possible way 

5. Following up enquiries from editor, reviewers and authors 
as and when necessary 

To provide a first-class service to journal customers 

6. Maintaining accurate, up-to-date and tidy documentation 
for the editorial office 

To enable colleagues to locate and view documentation easily 
and reliably 

7. Arranging editorial meetings, internally and externally, 
including booking venue and catering, preparing and 
circulating business papers, attending meeting, writing up 
and circulating minutes  

To assist editorial team in overall journal management 

8. Undertaking miscellaneous and journal-specific projects 
from time to time, both within the team and as required 

To investigate opportunities for improving, and to develop, 
best practice within the office 

http://onlinelibrary.wiley.com/journal/10.1111/%28ISSN%291365-2222
http://www.bsaci.org/


by colleagues 

9. Attending training courses as may be deemed necessary To become as proficient within the role as possible 

CORE COMPETENCIES 

 

1. Motivational Fit 
 Has valid / credible reasons for considering new employment 

 Has at least three years’ experience in a similar role 

 Has a realistic understanding of what the job entails 

 Identifies own weaknesses / training needs 

 Has realistic salary expectations 

 Able to work on your own  

 
2. Planning and Organising 

 Solely manages daily and on-going work requirements in order to complete assigned tasks without close 
supervision 

 Allocates appropriate amounts of time for completing longer term goals; avoids scheduling conflicts, 
develops timelines and milestones 

 Can orchestrate multiple activities at once and manages conflicting priorities 
 

3. Customer Care 
 Builds collaborative customer relationships through meeting or exceeding expectations 

 Actively seeks information to understand customers’ circumstances, problems and needs 

 Handles difficult customer situations efficiently and effectively with the result that customer has a positive 
view of the organization 

 Implements effective ways to monitor and evaluate customer concerns, issues and satisfaction and to 
anticipate customer needs  

 Manages customer expectations 
 

4. Communication 
 Communicates effectively through a variety of media (electronic, phone, face to face, body language) 

 Effectively targets communication to suit the intended audience, irrespective of level and situation 

 Keeps the audience engaged through the use of techniques such as analogies, illustrations, body 
language and voice inflection.  

 Identifies communication problems, and tactfully acts to rectify issues 
 

5. Building Relationships 
 Pro-actively build rapport with a variety of people and make all feel valued, appreciated, understood and 

validated 

 Maintains regular contact with key customers 

 Identifies opportunities within business relationships to gain commitment and/or generate revenue 

 Actively identifies and rectifies problems in business relationships through the use of tact and diplomacy 

 

6. Detail Handling 
 Implements systems to help attend to detail 

 Contributes to the maintenance of detailed records 

 Contributes to overall monitoring of quality and standards 

 Follows and educates others to follow standard operating procedures 

 Ensures and implements systems for the overall monitoring of quality and standards 
 

 

 

SELECTION CRITERIA 

 ESSENTIAL  DESIRABLE 

Education A levels or equivalent Degree or equivalent 

Prior Experience / Industry Three years editorial experience Managing Editor in publishing industry 

Knowledge 

Understanding of the publishing industry 
process. Proficient in Microsoft Office 
including Word, Excel, Outlook etc and 
databases.  
 

Understanding of allergy and its related 
diseases. 
 



Self-Management 
Autonomy when managing and 
prioritising workload.  

 

Language 
A high standard of written and spoken 
English 

 

Physical Requirements of person 
Some light physical duties (such as 
carrying and packing journals) 

 

Other Requirements of person Proven ability in customer / client liaison  

 

Additional Information 

To apply please send a CV together with a covering letter to Fiona Rayner at fiona@bsaci.org addressing how your 

experience matches the position details. 

Interviews will take place on the afternoon of Monday March 25th in London. 

 

 

 

 

mailto:fiona@bsaci.org

