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Editor’s Role

The editor’s role is home-based and currently takes approximately one day a
week. This is flexible and self-directed. The stipend of £2000 p.a. is paid in
installments, on receipt of invoice.

Responsibilities include:

* Content planning: identifying upcoming historical anniversaries and
topical events; approaching authors with new releases; identifying ‘big
name’ new releases for interview or giveaways; researching relevant
TV/film/theatre releases, exhibitions etc.

* Commissioning content: dealing with pitches from PRs, HWA members
and non-members; identifying and approaching people to write specific
articles; selecting guest posts.

* Managing contributors: communicating house style and guidelines;
scheduling and setting deadlines; chasing late copy.

* Publishing all content on Wordpress site: copy-editing and proof
reading; checking house style; inserting and checking hyperlinks.

* Images: finding and editing appropriate images; adhering to copyright
law.

* Scheduling social media for all new content.

* Latestreleases: keeping records of members’ upcoming publication
dates; gathering blurbs, cover images, website and sales links.

* Organising monthly giveaways: setting up competitions on
Rafflecopter; social media promotion; organising distribution of giveaway
prizes.

* Organising books for review: finding volunteers; liaising with
publishers for review copies; receiving and distributing review copies.

* Monthly newsletter: writing, designing and scheduling monthly
newsletter to subscribers via Mailchimp. Ensuring GDPR compliance.

* Advertising: organising free advertising for members; communicating
specifications; posting adverts on site; dealing with external advertising
enquiries.

* Liaising with IT support for all technical issues/hosting/website stats
etc.

Person Specification:

Enthusiasm and excellent writing skills are essential. It would be great if you
have the following:

* A genuine interest in history and historical fiction.

* Excellent writing skills, including editing and proofreading.

* Some experience using Wordpress or other blogging/website software.
» Strong interpersonal skills, especially in written communication.

* Some experience with social media and/or promotion and marketing.



