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DEPARTMENT OF PLANT SCIENCES 

 

 

Job description and selection criteria  

Job title Managing Editor – Annals of Botany 

Division MPLS 

Department  Plant Sciences 

Location South Parks Road, Oxford 

Grade and salary Grade 7: £30,738 - £37,768 per annum 

Hours Full time 

Contract type Permanent 

Reporting to Departmental Administrator, Dr Roni McGowan 

Vacancy reference 122289 

Additional 
information 

 

 

Introduction 

 

The University  
 
The University of Oxford is a complex and stimulating organisation, which enjoys an international 
reputation as a world-class centre of excellence in research and teaching. It employs nearly 12,000 
staff and has a student population of over 22,000.  
 

Our annual income in 2014/15 was £1,429.3m. Oxford is one of Europe's most innovative and 
entrepreneurial universities: income from external research contracts in 2014/15 exceeded 
£522.9m p.a., and more than 80 spin-off companies have been created to date. 
 
Oxford is a collegiate university, consisting of the central University and colleges. The central 
University is composed of academic departments and research centres, administrative 
departments, libraries and museums. There is a highly devolved operational structure, which is 
split across four academic divisions, Academic Services and University Collections and University 
Administrative Services. For further information, please see: 
www.ox.ac.uk/staff/about_the_university/new_to_the_university/structure_of_university  
 
For more information please visit www.ox.ac.uk/about  

http://www.ox.ac.uk/staff/about_the_university/new_to_the_university/structure_of_university
http://www.ox.ac.uk/about
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Mathematical, Physical and Life Sciences Division (MPLS) 

 
The Mathematical, Physical, and Life Sciences Division (MPLS) is one of the four academic 
divisions of the University. Oxford is widely recognised as one of the world's leading science 
universities. In the 2008 UK Research Assessment Exercise over 70% of research activity in MPLS 
was judged to be world-leading (4*) or internationally excellent (3*), and Oxford was ranked first in 
the UK across the mathematical sciences as a whole. 
 
The MPLS division's ten departments and three interdisciplinary units span the full spectrum of the 
mathematical, computational, physical, engineering and life sciences, and undertake both 
fundamental research and cutting-edge applied work. We have over 6,000 students and research 
staff, and generate over half of our funding from external research grants. Our research addresses 
major societal and technological challenges and is increasingly interdisciplinary in nature. We 
collaborate closely with colleagues in Oxford across the medical sciences, social sciences and 
humanities, as well as with researchers from around the world. 
 
For more information please visit: http://www.mpls.ox.ac.uk/ . 
 

The Department of Plant Sciences 

The Department of Plant Sciences at the University of Oxford is devoted to teaching and research 
in plant science. The research interests range from systematics, forestry and ecology to cell, 
molecular biology and biochemistry (see www.plants.ox.ac.uk). It has 26 University lecturers and 
senior fellows, c.45 postdoctoral research workers and c.35 graduate research students, and is 
responsible jointly with the Department of Zoology for teaching some 300 undergraduate students 
reading the Honour School of Biological Sciences.  

For more information please visit:  http://dps.plants.ox.ac.uk/plants/ . 
The University of Oxford is a member of the Athena SWAN Charter and holds an institutional 
Bronze Athena SWAN award. The Department of Plant Sciences holds a departmental silver 
Athena award in recognition of its efforts to introduce organisational and cultural practices that 
promote gender equality and create a better working environment for both men and women. 

Job description 
 
Overview of the role 

Annals of Botany is the oldest and most prestigious broad-spectrum title in the publication of 
primary plant science. It publishes about 14 issues, 2500 pages and 250 manuscripts per year, 
plus 8 to 16 pages per issue of front-matter (including book reviews, content reviews). Annals of 
Botany works with a much smaller number of staff than other Journals with similar structure and its 
Editorial Office carries out more direct roles than usual, such as arranging marketing materials. An 
excellent and experienced person in the Managing Editor position is essential to provide a high-
level service from the Editorial Office. 
 
The Managing Editor will manage the content, arrange the production, and the promotion and 
marketing of this international peer-reviewed journal, with timely production of monthly issues and 
special numbers. He or she will manage all aspects of copy flow through the publisher’s Virtual 
Editorial Office service (VEO), including the making-up of issues, both print and web-based, and 
over-all quality control.  
 
The post holder is expected to promote usage of the Journal by developing and implementing new 
promotional and marketing ideas. These include initiating, developing and implementing new and 

http://www.mpls.ox.ac.uk/
http://dps.plants.ox.ac.uk/plants/
http://www.athenaswan.org.uk/
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modified publication strategies, and creating initiatives for the Journal that will serve the aims of the 
Journal and its owners, the charity Annals of Botany Company. Tasks also include the 
development of a strategy for improvement of all aspects of the Journal, and the implementation of 
the changes required in order to sustain and build upon the world-class quality and reputation of 
the Journal for dissemination of botanical knowledge, making it required reading for plant scientists 
worldwide. 
 
The Managing Editor position is a major and critical role within the Journal, operating in a 
competitive environment where scientific publishing is changing rapidly. The reputation of the 
Journal is most important to its future and the Managing Editor provides the Journal’s principal 
outward face. 
 

Responsibilities/duties  
 
The Managing Editor will: 
 

 Control and manage the operating and smooth flowing of the manuscript submission and 
handling system which is carried out by the VEO (incoming manuscripts c. 1000/year).  
 

 Work with authors, reviewers, Editors and VEO to resolve any problems they identify which 
cannot be resolved by the VEO itself, taking appropriate action and supervising contacts with 
plant scientists globally. Review work of the VEO; ensure that manuscripts are on schedule 
and are fairly distributed among handling editors and that response times and quality of 
correspondence are handled to the highest international standards.  

 

 Ensure the smooth flow of manuscripts, from the assignment of incoming manuscripts to an 
appropriate handling editor, to identifying and commenting on those which are not suitable for 
review (this requires scientific understanding of the content and scope of the Journal). Review 
approved manuscripts to check for any copyediting or production problems.  

 

 Manage the work of the VEO in processing manuscripts; provide technical guidance to the 
VEO in editing and proofreading; supervise VEO work to meet quality standards and deadlines.  

 

 Train new editors in use of the current web-based manuscript submission system (EJPress) 
and in procedures particular to Annals of Botany, resolving problems and ensuring that 
procedures are of a world-class standard.  

 

 Generate and control a timeline for production of monthly issues, special issues, Annals of 
Botany sponsored conferences and marketing activities; supervise workloads of Editors. 
Maintain communications with Editors and others, with an electronic bulletin board and 
newsletter. Take urgent action where deadlines of monthly issues are compromised. 
 

 Work with the Chief Editor and others to organize and solicit special issues, publicize and fit 
them into publication schedule. Work with appropriate Editors to solicit and arrange special 
issues, review articles, suggest books for reviews, news items (the other editors are 
responsible for scientific content). The Managing Editor is responsible for ensuring that these 
items are planned, scheduled and delivered satisfactorily. 
 

 Generate and use metrics relating to processing of manuscripts, publication, quality and 
appearance, and relating to usage of Annals of Botany and of its peers. Identify action points 
and implement changes, benchmarking performance against the best journals. Check and 
monitor that the Annals is appropriately constructive, helpful, timely and non-discriminatory and 
is entirely compatible with the owners’ charitable aim of dissemination of botanical knowledge, 
taking action where deficiencies are identified. 
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 Edit preliminary materials for Journal (8 to 16 pages per issue, editor and reviewer listings, 
table of contents, authors’ instructions, news items, Book Reviews) including ‘snapshot’ 100-
word summaries of articles; choose appropriate images and write captions (and where 
appropriate solicit material, write or edit material where necessary, e.g. for missing snapshots, 
captions, instructions, etc.). 
 

 Assess requirements each year for publicity, handouts, conference support. Select the 
content for these, and design them in consultation with the publisher (Oxford University Press). 
Lead on the promotional dissemination of the Journal and papers to appropriate readers and 
authors, and produce marketing strategies and support material for conferences and other 
events; consider and develop new methods of marketing  
 

 Develop the layout of the Journal and its organization, keep under review content types and 
functionality of the Journal, in both paper and on-line formats, identifying publishing trends and 
initiatives by peers (6 to 18 month timescale). 

 

 Consider and suggest concepts for developing the future of the Journal, with new forms of 
presentation (eg interactive items), new types of content (such as news, reviews from other 
journals, etc), new distribution channels (like social networking sites) and others. Recommend 
and discuss with Editors and with the owners new opportunities and strategic directions in view 
of rapidly changing publishing, dissemination methods and use of Journals by scientists. 
Implement as appropriate, making longer term strategic changes (1 to 5-year timescale) 

 

 Take part in international initiatives regarding scientific publishing, contribute to 
consultations. Take part in occasional conferences related to publishing or editing 
(approximately one annually). 
 

 Attend plant science conferences and meetings to promote and disseminate the Journal, 
meet authors, reviewers and users and present on the advantages and content of Journal 
 

 Support the role of Chief Editor by indicating actions required and recommendations, 
carrying out tasks as requested. Work with the owners’ Executive as required and act as as 
Secretary for the Editorial Board Meeting for Editors, and for the owners’ Annual General 
Meeting and any extraordinary meetings.  

 

Selection criteria 
 
Qualifications, Knowledge and Experience: 
 

 Comprehensive knowledge of nature of scientific Journals and the peer review process 
(essential) 

 Outstanding planning and time management skills (essential) 
 Graduate or equivalent in field relevant to journal subject (desirable), relevant PhD or post-

graduate qualification (essential) 
 Substantial relevant experience in operation of a major and large academic Journal 

(desirable) 
 Knowledge of relevant systems, equipment, processes and procedures including standard 

software packages (essential) 
 High-level communications skills (essential) 
 Knowledge of copy editing and attention to detail in quality and production issues 

(essential) 
 Interest and ideas for promotion of Journal (desirable) 
 Strategic vision about future of scientific publishing and charitable publishing (desirable) 

 
Skills, Abilities and Competencies: 
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 Relies on extensive experience and judgment to plan and accomplish goals (essential) 
 Excellent skills with IT and web-based and office software (essential) 
 Ability to communicate clearly orally and in writing to ensure effective contact handling 
 Numeracy skills 
 Familiarity with work priorities and those of colleagues 
 Ability to work to very tight (press) deadlines with high workloads 
 Understanding of relevant policies and procedures, as they affect the role, and the quality 

standards and outputs required 
 Ability to apply relevant health and safety, environmental and equal-opportunities and other 

Annals of Botany and University policies and procedures, and identification and application 
of best-practice procedures relevant to scientific journals 

 Where relevant, ability to train/develop Editors and Referees, to advise journal Authors, and 
to supervise any short-term support staff 

 Ability to assess data and information, and to identify problems and consider options for 
solutions 

 Ability to work independently and proactively with minimal supervision on a variety of tasks 
 Able to demonstrate accuracy and attention to detail 

 
Additional Requirements for Job: 
 

 Ability to communicate both verbally and orally 
 Ability to organise and prioritise workload. 
 Willingness to work flexibly 
 Awareness of metrics monitoring the success of the Journal (including impact factors, 

downloads of papers, submissions, timeliness, website, citations) 
 Monitoring of Annals of Botany performance 

 

The University’s policy on retirement 

The University operates an employer justified retirement age for all academic and academic-
related posts (any grade above grade 5), for which the retirement date is the 30 September 
immediately preceding the 68th birthday.  

The justification for this is explained at: 
www.admin.ox.ac.uk/personnel/end/retirement/revisedejra/revaim/ 
 
For existing employees any employment beyond the retirement age is subject to approval through 
the procedures outlined at: 
www.admin.ox.ac.uk/personnel/end/retirement/revisedejra/revproc/ 

 

Pre-employment screening 

Please note that the appointment of the successful candidate will be subject to standard pre-
employment screening, as applicable to the post. This will include right-to-work, proof of identity 
and references. All applicants must read the candidate notes on the University’s pre-employment 
screening procedures, found at:   

www.ox.ac.uk/about/jobs/preemploymentscreening/.  

Working at the University of Oxford 

For further information about working at Oxford, please see:  

www.ox.ac.uk/about_the_university/jobs/professionalandmanagement/ 

http://www.admin.ox.ac.uk/personnel/end/retirement/revisedejra/revaim/
http://www.admin.ox.ac.uk/personnel/end/retirement/revisedejra/revproc/
http://www.ox.ac.uk/about/jobs/preemploymentscreening/
http://www.ox.ac.uk/about_the_university/jobs/professionalandmanagement/
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How to apply 

If you consider that you meet the selection criteria, click on the Apply Now button on the ‘Job 
Details’ page and follow the on-screen instructions to register as a user. You will then be required 
to complete a number of screens with your application details, relating to your skills and 
experience. When prompted, please provide details of two referees and indicate whether we can 
contact them at this stage. You will also be required to upload a CV and supporting statement 
which explains how you meet the selection criteria for the post.   
 
Please upload all documents as PDF files with your name and the document type in the filename.  
 
The supporting statement should explain your relevant experience which may have been gained in 
employment, education, or you may have taken time away from these activities in order to raise a 
family, care for a dependant, or travel for example.  Your application will be judged solely on the 
basis of how you demonstrate that that you meet the selection criteria outlined above and we are 
happy to consider evidence of transferable skills or experience which you may have gained outside 
the context of paid employment or education. 
 
Please save all uploaded documents to show your name and the document type.  
 
All applications must be received by midday on the closing date stated in the online 
advertisement. 
 

Information for priority candidates 

A priority candidate is a University employee who is seeking redeployment owing to the fact that he 
or she has been advised that they are at risk of redundancy, or on grounds of ill-health/disability. 
Priority candidates are issued with a redeployment letter by their employing departments.   

If you are a priority candidate, please ensure that you: 
- attach your redeployment letter to your application (or e-mail it to the contact address on the 
advert if the application form used for the vacancy does not allow attachments)  
- explain in your supporting statement  how you meet the selection criteria for the post. 

 
Should you experience any difficulties using the online application system, please email 
recruitment.support@admin.ox.ac.uk  
 
Further help and support is available from www.ox.ac.uk/about_the_university/jobs/support/ 
 
To return to the online application at any stage, please click on the following link 
www.recruit.ox.ac.uk 

 
Please note that you will be notified of the progress of your application by automatic e-mails from 
our e-recruitment system. Please check your spam/junk mail regularly to ensure that you receive 
all e-mails. 
 

mailto:recruitment.support@admin.ox.ac.uk
http://www.ox.ac.uk/about_the_university/jobs/support/
http://www.recruit.ox.ac.uk/

