
 
 

 
J O B  D E S C R I P T I O N  

 

MANAGING EDITOR 

 

 

Location:  Lambeth, Central London 

Reports to:  Editorial Director 

Grade:   5 

 

 

JOB PURPOSE  

  

The Pharmaceutical Press (PhP) publishes a number of high profile major reference works, 

some of which are authored by in-house teams, and some of which are mainly authored by 

external contributors. The role of the Managing Editor is to oversee the creation, 

compilation, editing and pre-production validation of those reference works authored 

externally; ensuring the authority and brand integrity of PhP’s content and services. In 

addition, the Managing Editor will, in line with PhP publishing strategy, ensure that PhP’s 

content and services meet the evolving needs of its diverse user base.  

 

The Managing Editor also provides a key link between the PhP Editorial Teams and the 

Technology Team, as well as a key link with the Commissioning Team when new products 

are brought into PhP.  

 

The Managing Editor has particular responsibility for managing a team of writers and 

editorial assistants, including accountability for the productivity of that team. 

 

 

MAIN ACCOUNTABILITIES  

 

1. Provide an editorial contact point for the PhP Technology team for the development and 

maintenance of electronic editing systems and the content management system, and 

contribute to the quality assurance of any such developments to ensure appropriate user 

requirements for all of PhP are met;  

 



2. Oversee the checking and validation of digital content, including undertaking the editorial 

QA of third-party content for integration with PhP digital products and editorial QA of 

PhP content for integration with third-party digital products; 

 

3. Manage an internal team; contributing to, organising and monitoring all stages of the 

editorial work from original material submission to production; taking responsibility for 

the team’s overall editorial activity, productivity, training, and development; including 

conducting appraisals; 

 
4. Participate in the recruitment and training of both in-house and freelance staff; 

 

5. Manage the relationship with the advisory boards of the relevant products, and with their 

agreement authorise content changes, taking responsibility for the accuracy, safety 

appropriateness, style, and consistency of the content; sign off this content as appropriate 

for release, and delegate these tasks where appropriate to promote efficiency in editorial 

processes; 

 

6. Review editorial processes on a regular basis with the Editorial Director and 

management colleagues to improve efficiency and quality, and ensure the team’s 

adherence to the PhP Quality Framework and any external quality accreditation; 

 

7. Develop and maintain links with the user community; both to ensure that the 

publications reflect user requirements, and to support the future development of the 

content and its modes of delivery; 

 

8. Provide assistance and support to sales, marketing and other PhP colleagues to support 

growth in the business; 

 

9. Assist the Editorial Director in the development and implementation of an editorial 

strategy that delivers against the Business Plan for PhP. 

 

 

SUCCESS MEASURES 

 

 Setting realistic schedules and achieving agreed personal and team deadlines resulting in 

the on-time delivery of publications;  



 Appropriate and timely selection or approval of content, delivered in a style appropriate 

to the relevant publication and which meets customers needs and expectations; 

 Error rates below agreed maximum threshold; 

 Well-trained, motivated editorial staff able to work with minimal supervision; 

 Effective working relationships both with colleagues and external partners; 

 Sharing appropriate expertise and knowledge with colleagues; 

 Effective delegation and communication of relevant PhP strategy; 

 Successful communication between Editorial Teams and Technology/Production 

specialists to ensure a smooth running continual improvement programme. 
 

 

CORE RESPONSIBILITIES FOR THIS JOB 

 

 Personal responsibility 

 

 Managing and developing people 

 

 Achieving result/delivering performance 

 

 Problem solving 

 

 Managing the organisation 

 
BEHAVIOURAL COMPETENCIES 

 

Behavioural competency Level 

required – 

ops, mgr, 

senior mgr 

Strategic perspective Mgr 

Delivering a member and customer focussed service Senior Mgr 

Communication Senior Mgr 

Planning and organisation Mgr 

Openness to change Mgr 

Negotiating and influencing Mgr 

 

 

KNOWLEDGE & SKILLS FOR THIS JOB 

 

 A degree in a biomedical science, with previous experience of managing complex 

projects within a publishing environment;  

 Proven editorial experience, demonstrating excellent written and oral communication 

skills with the ability to present complex information concisely and with clarity; 

 Ability to manage a team effectively and to organise workload, often to tight deadlines, 

whilst continuing a commitment to personal development; 

 Ability to take ownership of and advise junior staff on amendments to publications, 

considering the effect that they have on the publication as a whole; 



 Ability to develop and maintain good working relationships both within and outside the 

Society; 

 A good working knowledge of digital content management systems and digital editing. 

 Awareness of the UK and international markets for pharmaceutical, scientific and 

healthcare information; 

 Awareness of the changing publishing market trends. 
 

 

DATE JOB DESCRIPTION AGREED: February 2013 



 

Salary, Benefits and Application Details 

 

Salary 

 

The salary range for this position is Circa £43,000 per annum.  Salaries are normally 

reviewed in June of each year.   

 

Hours 

 

The weekly hours are 35, Monday to Friday.  There is a flexitime system in operation within 

the Society, the core hours of attendance being 10.00 a.m. to 12.00 noon and 2.00 p.m. to 

4.00 p.m. per day. 

 

Holidays 

 

Holiday entitlement for this post is 33 days per annum including public holidays. 

 

Pension 

 

As a non-contractual benefit, the Society offers a Group Stakeholder pension plan insured 
with AEGON.  In order to join, an employee must have at least three months service and 
agree to contribute a minimum of 5% of their salary; the Society will then also make a 
contribution. 
 
The Society’s current contributions for members are as follows: 

 Aged less than 30 years     8% 
 Aged 30 but less than 40 years  10% 
 Aged 40 but less than 50 years  12% 

 Aged 50 and less than 65 years  13% 
 
(The Society reserves the right to withdraw this Group Stakeholder pension plan, and its 
terms may alter). 
 
The Society offers, as a further non-contractual benefit to employees who join the Group 
Stakeholder pension plan, death in service life cover of 4 x salary at no cost to the 
employee. 

 

Medical insurance  

 
The Society offers discounted private medical insurance. Cover through AVIVA is currently 
offered. The Society reviews its healthcare provision on an annual basis. The offer of any 
Healthcare provision, membership of a particular scheme, or an affiliation to a particular 



supplier is not a contractual entitlement and can be withdrawn or changed by the Society 
collectively or individually at any time.   

 

Other benefits 

 

Interest free season tickets loans are available to staff after successful completion of a 

probationary period. Subsidised staff restaurant facilities are available. 

 

Location 

 

The position is based in the Society’s Headquarters, 1 Lambeth High Street, London SE1 7JN, 

within walking distance of Waterloo, Lambeth North and Vauxhall stations.  The 

Headquarters is located at Lambeth Bridge overlooking Lambeth Palace and the Thames.  

The Society operates a ‘non-smoking’ policy throughout its premises. 

 

Return of applications 
 
Applications should be returned to: 
 

recruitment@rpharms.com 
 

or 
Recruitment,  

Human Resources,  
The Royal Pharmaceutical Society,  

1 Lambeth High Street, 
 London, SE1 7JN  

 

mailto:recruitment@rpharms.com

