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Job Related Information 

This document includes information about the role for which you are applying and the information you will 

need to provide with your application.       

Role Details 

 

Vacancy reference 13192 

Job title: Editorial Manager, Wasafiri 

Reports to: Dr Susheila Nasta, Emeritus Professor at the Open University 

Salary: £32,004 to £38,183 pro-rata, plus pro-rata London allowance of 

£1,941.50 

 Terms and conditions: Academic-Related, Open University 

Grade: Grade 7  

 Duration of post: 1 year fixed-term opportunity, commencing end January 2017 in the 

first instance 

Working hours: 18.5 hours per week (0.5FTE) 

Location: Goldsmiths University, Lewisham, New Cross, London 

Closing date: Noon on Tuesday 3 January 2017 

Type of application form accepted: Long Version (see Section 7 for more details) 

Number of referees required: 2 

Unit recruitment contact: FASS-Recruitment@open.ac.uk 

  

  

mailto:FASS-Recruitment@open.ac.uk
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1. Summary of duties 
 

Role purpose 

The role of Editorial Manager is to provide administrative and editorial project management services in order to 
enable the efficient running of Wasafiri: The Magazine of Contemporary International Writing, a literary 
magazine of renowned international reputation supported by Arts Council England, the Open University and co-
published with Routledge.  
 
The work will involve: 

 

 Management of day to day office administration, correspondence and emails relevant to the workings of 
the magazine and its stakeholders: the Arts Council, Routledge and the Open University. This includes: 
scheduling of regular office meetings; establishing good systems for efficient communication between all 
those involved in the production process in house and;  

 Organisation and scheduling of Editorial and Directors Meetings three times a year:  drafting of agendas; 
preparation of minutes; distribution/maintenance of papers; efficient liaison with Board members and 
with any others who attend. e.g. Routledge team and/or Arts Council officers. 

 Publishing and Editorial: setting up of annual copy production schedules with Routledge and ensuring 
these are met by in house team. This includes: proof reading and collation of corrections; dispatch of final 
version after team consultations; finalising art work/cover of magazine in liaison with 
designer/artists/Deputy Editor; placing of images/ads in consultation with Routledge/team; maintaining 
routine editorial management tasks such as working to publishing budgets/contributor fees set by 
Editor/Board/ Arts Council of England. Some contribution to website content may be required. 

 Arts Council Administration and Report submission: maintain regular contact with Arts Council regarding 
funding agreement/deadlines and information; send-off quarterly financial reports on 
subscriptions/sales/income; keep financial records and monitor finances with budget and projected 
expenditure in preparation for annual audit; draft annual business plan after input from Directors/ Deputy 
Editor & Editor/ in house team; ensure magazine meets Arts Council funding agreement schedule for 
reporting and return of annual reviews; upload and contribute to preparation/content/delivery of 
material for Arts Council funding documents with rest of team. 

 Financial and Business Records: Maintain financial records; budgets/bank records and statements/ 
prepare annual budgets/ quarterly figures/returns /cash flow spreadsheet for Arts Council/Board 
meetings; pay cheques to contributors/ staff invoices of fees/expenses; keep documents for regular 
annual audit; update and upload annual reports to Companies House and Charity Commission; notifying 
changes; Ensure  Companies House and Charities Commission documentation/returns and any insurances 
are up to date and filed. 

 Archiving and Stock Maintenance: insure archive system for old manuscripts, back issues etc. and 
correspondence with authors is regularly maintained by in house team; this applies to digital as well as 
hard copy material. Maintain records of back stock; individual issues sold at events.  Monitor and keep 
records of sales with bookshops/individuals when required.  

 Participate in administration of live events as required by Editor and Deputy Editor. As a National Portfolio 
Organisation, Wasafiri platforms several national and international literary events each year including an 
annual New Writing Prize. 
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2. Person specification 
 

 

Requirements   (E = Essential/ D = Desirable) 

Education, qualifications and training  (Essential) 

Essential   A degree, or equivalent background education, or significant work experience at a 
comparable level in project management 

Desirable  A postgraduate qualification  

 

Knowledge, work and other relevant experience 

Essential  At least two years’ relevant publishing and administrative experience 

 Demonstrable experience and ability to manage budgets 
  

Desirable  Experience and knowledge of funding applications and reporting to Arts Council or 
similar funding bodies 

 Experience of editorial/proof reading /design 

 Experience of magazine publishing  
 

 

Skills, Capabilities and qualities 

Essential  Evidence of strong organisational and time-management skills  

 The ability to assimilate, use initiative and introduce ideas for change, and to assist in 
assessing their feasibility and in taking responsibility for their implementation 

 Good oral and written communication skills 

 The ability to anticipate and analyse problems and bring forward workable solutions 

 Experience of and enthusiasm for working with a range of IT systems   

 Flexibility and the ability to work co-operatively and responsively in a variety of team 
environments including taking part in the organisation of live literature events 

 The ability to prioritise and remain calm under pressure 

 A commitment to the ideals of the magazine, Wasafiri, and equal opportunity/cultural 
diversity issues 
 

Desirable   Strong interest in international contemporary writing/postcolonial literature  

 Confident ability to communicate directly with writers/critics 

 Commitment to continuing personal development 
 

 
3. Role specific requirements e.g. Shift working 

 

Required to work 2.5 days a week (some flexibility on choice of days may be possible) 

This post will be available for one year, from late January 2017 – late January 2018, with the possibility of 

further extension.  

Given the timescales involved with the recruitment of this post, applicants must be confident that they will be 

available to start in early February 2017 prior to application.   
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5. About the unit/department 
 

Wasafiri is a quarterly magazine for contemporary international literature. Currently based in London, the 
magazine publishes essays, interviews, fiction, poetry by leading as well as up and coming writers from 
diasporic communities around the world. The magazine holds an annual new writing prize, has several 
partnerships and runs a regular programme of live national and international events. Wasafiri is currently 
hosted by The Open University and funded by Arts Council, England and Routledge, its co-publisher. It is 
currently a National Portfolio Client of the Arts Council and supported by a distinguished Editorial and Advisory 
Board. It is renowned worldwide for its ground breaking work in drawing attention to contemporary 
international writing, as well as for the role it has long played in profiling black, Asian and diasporic artists in 
Britain.  It has been supported by The Open University since 2005. Professor Susheila Nasta, currently Emeritus 
at the OU, has been the Editor since 1984 and continues to lead the organisation with support from the Deputy 
Editor. For further information about the magazine see; www.wasafiri.org as well as the postcolonial literatures 
and contemporary cultures of writing research groups, currently housed in English at The Open University. 
http://www.open.ac.uk/arts/research/postcolonial/   
 
From January 2017, Wasafiri will be housed at Goldsmiths University in South London, whilst remaining 
affiliated with, and part-funded by, The Open University.  
 

The Faculty of Arts and Social Sciences (FASS) 

The Faculty is the largest and most diverse at The Open University, with some 50,000 students studying our 

courses with excellent completion rates and consistently outstanding student satisfaction ratings. Noted for the 

strength of our interdisciplinary approaches, our scholars of international standing teach and research a very 

wide range of topics and themes in specific subject areas, recognized as world class or internationally excellent 

in the latest Research Excellence Framework (REF) in 2014, and having a direct and profound influence on our 

undergraduate and postgraduate teaching. 

The Faculty is organised into four Schools:  

 School of Psychology 

 School of Politics, Philosophy, Economics, Development, Geography 

 School of History, Religious Studies, Sociology, Social Policy & Criminology 

 School of Art History, Classical Studies, English & Creative Writing, Music 

 

Students are supported by three Student Support Teams. These teams offer specialist study support to students 

undertaking our qualifications across the University. Members of academic staff, including regional academics, 

form part of these teams in sustaining and improving student progression and retention. 

The Faculty works closely with important organisations and institutions in the UK and other parts of the world 

in a range of validated partnerships and collaborations. Engaged in world-class, agenda setting research tackling 

the most difficult challenges facing us in the 21st Century, with work in numerous subject-based and 

interdisciplinary research groups and projects. 

With c.1800 members of staff comprising academics, associate lecturers, support staff and full-time research 

students working across the locations of the University, combining originality and innovation in research and 

curriculum, the Faculty of Arts and Social Sciences is a vibrant and exciting place to study and work. 

To find out more about the Faculty’s teaching, learning and research, please visit: http://fass.open.ac.uk/  

 

http://www.wasafiri.org/
http://www.open.ac.uk/arts/research/postcolonial/
http://fass.open.ac.uk/
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6. How to obtain more information about the role or application process 

If you would like to discuss the particulars of this role before making an application please contact Dr Susheila 

Nasta (s.m.nasta@open.ac.uk) 

If you have any questions regarding the application process please email: FASS-Recruitment@open.ac.uk 

7. The application process and where to send completed applications 
 

Please ensure that your application 

reaches the University by:   

Noon on Tuesday 3 January 2017. 

Applications received after the closing date will not be accepted. 

Your application should include: A completed application form (long version). 

A covering letter of up to 500 words briefly describing why you are 

applying for the post. 

 

 

  

Post it to: 

 

The Recruitment Co-ordinator 

Department/Unit:   Faculty of Arts and Social Sciences 

Address:                Room 140, Briggs Building 

The Open University 

Walton Hall, Milton Keynes 

Post Code:           MK7 6AA 

Or e-mail your application to: FASS-Recruitment@open.ac.uk  

8. Selection process and date of interview  
 

The interview panel will be chaired 

by: 

The panel will be chaired by a senior member of the Faculty of Arts and 

Social Sciences with Dr Susheila Nasta (Editor and Emeritus Professor) 

The other members of the 

interview panel will be: 

 

 

Members of the Department of English at the Open University. 
Board Members from Wasafiri. 
 

The interviews will take place in: During week commencing 16 January 2017. 

The selection process for this post 

will include 

A 10 minute presentation followed by a 30 minute interview. 

 

mailto:s.m.nasta@open.ac.uk
mailto:FASS-Recruitment@open.ac.uk
mailto:FASS-Recruitment@open.ac.uk
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We will let you know as soon as possible after the closing date whether you have been shortlisted 

for interview.  Further details on the selection process will also be sent to shortlisted candidates.   

 


