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Assistant Editor
Ave Maria Press has been serving the Catholic community for over 140 years as a ministry of the Indiana Province of the Congregation of Holy Cross.  We are an award-winning, leading publisher of books in the areas of prayer and spirituality, pastoral ministry, and adolescent catechesis. We are looking for self-directed, independent applicants to fill the position of Assistant Editor.
This person will perform essential editorial tasks for all books, edit books as assigned by the Editorial Director and provide assistance to the editorial department.  This position also manages the sale of rights and permissions. In this role you will:

· Edit books, maintain book information sheets, and write copy as assigned by Editorial Director

· Perform copyediting and proofreading tasks on manuscripts, page proofs and silver prints
· Review unsolicited manuscripts
· Prepare manuscript files for production.
· Processes all permissions requests

· Communicate with authors concerning their book going out of print or print on demand

· Provide editorial assistance to the Director and Department

Qualifications:

To be considered for this position, you must have a Bachelor’s degree in English, Journalism, Communications or a related field. A minimum of one (1) to two (2) years related experience is preferred. You must be proficient in MS Word and Excel, and Internet search and database programs.  Must have general knowledge of the Roman Catholic Church.
For immediate consideration, please submit your resume and salary requirements to: Human Resources, Ave Maria Press, P.O. Box 428, Notre Dame, IN 46556, or 
email Mike Popielski at: mpopiels@nd.edu, or fax to 574-239-2908. EOE

