JOB DESCRIPTION

EDITOR OF AGE AND AGEING

Introduction

I believe the best way of moving forward to a formal Job Description would be for me to list responsibilities and duties, as I have experienced them, and then the Management Committee of the BGS, or to whoever it wishes to delegate this task, can review the overall responsibilities as they feel best fit into the new BGS structure.  They can also add in the contextual information about the BGS that is nowadays part of most Job Descriptions.  

Responsibilities

The Editor (in Chief) has responsibility for the overall editorial process, which is described in the Appendix. 

The Editor must make sure that he/she is fully conversant with the editorial software used to manage the editorial process.  At present this is Manuscript Central, and decisions have to be made from time to time about the need to update it to later versions of the software.  

The Editor is responsible for ensuring a close and efficient working relationship between him/herself and the Editorial Assistant, presently Katy Ladbrook.  

The Editor is responsible for appointing and maintaining an effective working relationship with a number of Associate Editors, each of whom takes responsibility for advising the Editor about submissions within a specified area or discipline.  The Associate Editors take responsibility for appointing referees, and then advising the Editor about the suitability of each submission for publication.  This will involve the Editor in considering the Associate Editor’s own opinion of the submission, and of the relevance of the referees’ advice.  The Editor should take into account the advice of the Associate Editor and referees, but is free to override this if he/she feels that it is appropriate. 

The Editor fulfils the same role as the Associate Editors for all those submissions that are not assigned to an Associate Editor, who each take responsibility for four to six submissions a month, on average.  

The Editor is also responsible for the commissioning of Hot Topic Articles and Editorials, ensuring that the target number of articles is met in each issue of the journal.

The Editor will assist the Editorial Board in appointing an Assistant Editor.  The Assistant Editor will undertake similar responsibilities to the Associate Editor, but will also deputise for the Editor during periods when the Editor is on leave, or requires assistance to deal with the workload, e.g. when there is an exceptionally large number of submissions that need to be processed promptly to maintain turnaround times.

The Editor will, from time to time, convene a meeting of the Associate and Assistant Editors, to discuss general policy matters, and review the editorial process.  The meeting should also invite the Chief Executive of the BGS, or his/her deputy, and also representatives of the publisher, to contribute to the formal agenda, and attend the meeting.

The Editor must bear in mind the need to consider, and if appropriate amend, the Instructions to Authors from time to time, in the best interests of both authors and the efficiency of the editorial process. 

The Editor should ensure that he/she maintains an awareness of changes in editorial process, and other matters within the journal publishing field in general, and consider, if necessary with the Editorial Board, changes to the editorial process for Age and Ageing.

The Editor will attend two Editorial Board meetings each year, and additional meetings if the Chairman of the Editorial Board deems these necessary.

The Editor is an ex officio member of the Editorial Board, and also the Academic and Research Committee.  
Appendix

Editorial Process
Submission By Author

The authors make their submission to MSC. This submission is checked and printed out for the physical file of the manuscript. Case Reports go to Anne Freeman, all other manuscripts go to the Editor.

(
Editor’s initial Review
 
(
Rejected Outright or Accept Outright

Letter generated on MSC and sent by editorial office.

( 







  





    






Sent For Review

Editor either invites his own referees on MSC or assigns the paper to an Associate Editor to invite referees. The physical folders are passed back to the editorial office so these actions can be recorded.

The editorial office gives the manuscript a cover sheet and adds it to the reminder system so that its progress will be monitored until it is finally rejected or accepted.

(
Invite Referees to Review


(
Referee Declines

Invited via MSC, Assoc Eds have a week
The “spare” referees are invited.

to do this. New referees may need to be
If all the suggested referees

added to MSC. 
decline, the editorial office will ask the Editor or Assoc Ed to invite more people.


( 


Referee Accepts

Editorial assistant activates the paper in the referees’ MSC account, which gives the referee access to the paper. The referee then assesses the paper and fills in the Score Sheet. When this is submitted, the editorial office is automatically notified. When all the referees’ reviews are back, the editorial office notifies the Assoc Ed that they are available on online and that they should fill in the Recommendation Form on MSC. The editorial office then sends it to the Editor along with the referee reports and the manuscript.

If the paper does not have an Assoc Ed, then the editorial office will just send the manuscript and the referee reports to the Editor.

(
Post-Refereeing Decision

The physical file for the manuscript is given to the Editor along with the Post-Refereeing Decision Form that summarises which reports are enclosed and highlighting any problems with the paper such as exceeding the word count.

The Editor must then make one of the following decisions on MSC:

· Accept 
· Accept With Modifications (minor changes to be made)

· Reject But Resubmit (major changes to be made)

· Resubmit As Research Letter (paper too long, to be reduced)

· Reject
This will create a formal Decision Letter (email), which is sent to the editorial office for any amendments before being sent on to the authors.

If the Editor has any comments or instructions, these are best communicated on the Post-Refereeing Decision Form.

(
Decision Letter To Authors

If the decision is to accept or reject, then the paper has reached the end of the review process. It will either be processed for the publishers (see below) or filed away for 6 months before being discarded.

If the decision is to invite the authors to make revisions and resubmit their manuscript, then the decision letter will need to include the following:

· Comments from the referees: inserted into the letter from the referee’s report on MSC.

· Comments from the Associate Editors: inserted into the letter from the Recommendation Form on MSC.
· Comments from the Editor: copied from the Post-Refereeing Decision Form.

· Instructions to adhere to Manuscript Guidelines: the editorial office checks the format of the manuscript and advises the authors if it does not conform with the particular guidelines.

The editorial office checks that all the comments are included and that any confidential comments are removed. It can then be sent on to the authors.

The file is updated and the date for resubmission recorded. If the paper is late then the editorial office will chase the authors up.

(
Revised Version Resubmitted

The authors have made the changes, they are allowed a month to do this. They submit the following items to MSC:

· An anonymous version of the manuscript with all the amendments highlighted or indicated using the Track Changes function.

· A clean version of the manuscript with full author details.

· An Authors’ Revision Sheet, which documents how every individual suggestion from the referees, Assoc Eds, Editor or editorial office has been attended to. It also gives page references.

The editorial office updates the physical file for the manuscript.

(


Second Stage of Reviewing

The revisions need to be checked.

Usually one of the original referees volunteers to check the revision and to ensure that all the items on the Revision Sheet have been met. The editorial office writes to them and they are given two weeks to submit a reassessment of the manuscript. This is done in exactly the same way as their first review was made on MSC. 

When the referee’s reassessment is in, the editorial office will send it along with the revised manuscript to the Assoc Ed who will in turn make a reassessment, filling in the Recommendation Form on MSC.

If neither referee wants to reassess the manuscript, the editorial office must send the paper to the Assoc Ed or Editor so that they can check this themselves. If the revisions are very minor, the editorial office can sometimes check the Revision Sheet.

(


Post-Revision Decision 

When the referee’s reassessment and Assoc Ed’s reassessment (if there is one) are submitted, the editorial office prepares the physical file for the Editor. It is given to him along with the Post-Revision Decision form, summarising which reassessments are enclosed and detailing any problems with the paper.

The Editor must then make one of the following decisions on MSC:

· Accept 
· Accept With Modifications (minor changes to be made)

· Reject But Resubmit (major changes to be made)

· Resubmit As Research Letter (paper too long, to be reduced)

· Reject
This will again create a formal Decision Letter (email), which is sent to the editorial office for any amendments before being sent on to the authors.

At this stage it is unusual for major revisions to be required, any further revisions are usually minor. If the authors are invited to make more revisions, the process is just repeated until the Editor can make a final decision

(      

Final Decision 

( Reject Kept for 6 months and then disgarded      

(                                              


Accept and Send to OUP








The manuscript will go through a final check and then be processed by the editorial office for the publishers

The Editor will have detailed on the Post-Revision Decision Form if there are any final, minor amendments that might need to be made. 

