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JOB CODE SERIES: Library, Museum and Related Series

JOB CODE TITLE:    HISTORICAL EDITOR
HRIS TITLE:

HISTL EDITOR
CHARACTERISTICS OF THE CLASS: Under direction, plans, develops and manages the Arizona Historical Society publications program including the editing, production and distribution of the Journal of Arizona History, special historical books and monographs, brochures and related departmental publications; and performs related work as required.  

This class is distinguished from others in the Public Information or Editorial Series by responsibility for managing the statewide historical publications program in the Arizona Historical Society.

EXAMPLES OF DUTIES: Plans, develops and manages the Arizona Historical Society publications program; directs the preparation, publication and distribution of the Journal of Arizona History, special historical books and monographs, brochures and related departmental publications; solicits, screens and evaluates manuscripts for style, significance and accuracy of content; rewrites, reorganizes or suggests to the author techniques which may be employed to improve the material for publication; plans future issues and publications; contacts for typography, printing and binding services; supervises the publications staff involved in research, manuscript editing, layout and design, proof reading, and publication sales and distribution; prepares and administers the department's operating budget for the publication program; oversees the sales of departmental publications; coordinates the publications program with Historical Society museum directors; attends professional conferences, seminars and meetings; writes miscellaneous materials as required; prepares a variety of reports.

KNOWLEDGE, ABILITIES AND SKILLS:

Knowledge of: historical research methods; editorial and publication practices and procedures; budgeting and program administration.

Skill/Ability to: plan, organize and direct a specialized historical publications program; communicate effectively, orally and in writing; establish and maintain effective working relationships with staff and contributors, historical society members, typesetting and printing company officials and others contacted in the course of business.

