EDITORAL ASSISTANT

NK-1087-II (GS-7)

At this level the Editorial Assistant uses editorial support skills to advise writers, editors, and others on agency publication requirements.  In addition to editing manuscripts, the employee edits manuscripts, develops procedures for the use of others in preparing documents for publication.  The employee may also suggest methods of presenting information.   This position requires an extensive knowledge of current publication styles and experience in the use of publication procedures.

The supervisor typically specifies the priority of work and the relative importance of articles in publications.  The incumbent uses this information in scheduling work and laying out the publication.  Arrange for others to write articles for publication, based on the supervisor’s suggestion or direction.  The supervisor reviews the work to see that it meets general specifications.  The employee often arranges to have authors review editorial changes that include rewritten paragraphs.  

Assistants edit manuscripts by reorganizing them entirely or reorganizing sections of long manuscripts.  The employee may reorder the paragraphs and suggest changes in the organization of sections in addition to restructuring sentences and paragraphs.  Assistants edit manuscripts to assure clarity of expression through grammatical construction.  

The employee prepares specifications and procedures for preparing manuscripts.  Specifications are in the form of guides, reference sources, manuals, desk references, and other similar materials dealing with the agency’s publications.  

At this level, the employee uses a number of general style manuals and other similar references to prepare an agency’s interpretations and requirements.  They also recommend changes in current specifications and suggest presentation methods for new publications.

Actively serves as a team member to accomplish assigned projects when necessary.

