
The Poetry Society 
Editor, The Poetry Review 
 
 
Closing date: 5pm, Monday 17 October 2016 
Editor, The Poetry Review 
 

 Part-time position (fixed term contract for a period of two years) in central London 
 £30–£33K pro rata, plus pension contributions 

 
The Poetry Review is among the world’s most dynamic and influential literary magazines. Published 
by The Poetry Society since 1912, it has been home to many of the most important and innovative 
names in poetry, with contributors ranging from Thomas Hardy and Basil Bunting, to Les Murray, 
Sharon Olds, Daljit Nagra, Durs Grünbein and Mary Ruefle. It is currently one of the most widely 
read poetry magazines in the English-speaking world and has a growing international circulation. 
 
Since becoming Editor in 2013, Maurice Riordan has enhanced the magazine’s reputation for 
excellence at the same time as he has made exciting changes. He set up an annual exchange with 
the US magazine Poetry and established a series of co-editorships to extend the Review’s range and 
to widen opportunities for writers and critics. He oversaw the first major redesign of the magazine in 
a decade and, recently, the launch of a digital version.  
 
Maurice Riordan will soon complete his distinguished tenure as Editor and The Poetry Society is 
seeking to appoint his successor. The deadline for applications is: 5pm, Monday 17 October 2016. 
Interviews are expected to be held on Wednesday 2 November 2016. 
 
 
 
 
 
 
 
 
 
  



Job Description – Editor, The Poetry Review, The Poetry Society                                
 
Job Title:              Editor, The Poetry Review 
 
Reports to:            Publishing Manager 
 
Staff managed:  N/A 

 
Location:  London office 
 
Hours:                2.5 days p/w with some occasional off-site and out of hours working as 

required (compensated by time off in lieu) 
 
Length of contract:  This post is offered as a fixed-term contract for a period of 2 years 
 
Post Objective:     To edit Britain’s leading poetry magazine, The Poetry Review, for quarterly on-

sale date, keeping to the agreed schedule and budget. To select for 
publication the best poems in English and English in translation, and to 
commission reviews, interviews and features, ensuring that the magazine has 
as wide a readership as possible. Also to enhance The Poetry Review’s 
national and international standing as Britain’s flagship poetry magazine, 
build its circulation, and, working closely with a small, expert team, to help 
promote both The Poetry Review and The Poetry Society as its publisher.  

 
Main Duties:   
 
Editorial 
For each quarterly, 144-page issue: 

 Select poems for publication sent by open submission, including hard-copy submissions sent 
by post and online via Submittable CMS. 

 Commission essays, interviews, reviews etc. Source images. 
 Write magazine editorials. 
 Compile contributor biographical notes for each issue. 
 Ensure that the content of the magazine meets the publisher’s overall editorial requirements. 

This includes meeting the measures for excellence and diversity agreed in the publisher’s 
funding agreement with Arts Council England; and publishing annually in the magazine the 
winners of the National Poetry Competition. 

 Produce draft contents list for each issue to an agreed timetable. 
 In conjunction with the Publishing Manager: 

 • Prepare magazine copy ready for layout.  
 • Agree design and layout, including magazine cover artwork.   
 • Sign-off printer’s proofs for publication.   
 • Complete all stages of the editorial process to the agreed schedule. 

• Recommend material for Review pages of The Poetry Society website, and for     
prizes and awards.  

 In conjunction with the Office Administrator: 
 • Accept or return submissions within three months of receipt. 
 • Ensure all material accepted for publication is appropriately contracted. 
 • Correspond with authors and publishers, including copyright clearance. 

 



Financial 
 Work within budgets set in consultation with Publishing Manager and Director (contributor 

fees etc). 
 Confirm author payments, supplying details to Finance Officer prior to publication. 

 
Promotion 

 Assist the team in developing The Poetry Review sales and marketing campaigns, and digital 
media strategies (social media, e-publishing, podcasting etc). 

 Contribute to the planning of The Poetry Review launch events, e.g. providing suggestions for 
readers and guests. Attend and introduce launches. 

 Collaborate with other agreed partners, introducing events and representing The Poetry 
Review and The Poetry Society as appropriate. 

 Help to develop relationships with third-party organisations, both within the UK and 
internationally. 

 Help provide information required for the Arts Council England Annual Submission, The 
Poetry Society Annual Report, Board papers and other reports/funding bids as agreed. 

 
General 

 Contribute to the development of collaborative projects with Poetry Society colleagues in 
other departments, and other agreed partner organisations, e.g. through the Review’s current 
international exchange of US/UK poems with Poetry magazine. 

 Contribute to the long-term strategic planning for the magazine, in conjunction with the 
Director, Publishing Manager and Poetry Society Trustees. 

 Positively promote the profile and presence of The Poetry Society and The Poetry Review.  
 Share expertise and contacts with other team members, contributing to a supportive team-

working environment. 
 Carry out any other duties as reasonably requested. 

 
Note on Publications Team 

 The Publishing Manager oversees the magazine’s production and distribution. The Office 
Administrator offers administrative support (e.g. help with administering submissions and 
review copies, correspondence with authors, contracts, payments and collating data). 

 
Essential knowledge, skills, experience: 

 In-depth knowledge of traditional and contemporary poetry in UK and internationally. 
 Exceptional literary judgement. 
 Excellent editing, writing and reviewing skills. 
 Wide contacts and good standing in the UK and international poetry scene. 
 Good knowledge of publishing and production, especially scheduling and budgets. 
 Comfortable working with standard office software. 
 Demonstrable enthusiasm for digital publishing, and building new audiences. 
 Demonstrable passion for making and sharing discoveries in contemporary poetry. 

 
Desirable knowledge, skills and experience 

 Editorial experience in magazines/publishing. 
 Experience in identifying, developing and nurturing new writers; and/or commissioning new 

work. 
 Practical knowledge of running live events (e.g. readings and talks). 
 Understanding of copyright and permissions. 
 Established relationships with partner organisations in relevant sectors. 
 Digital expertise, including understanding of social media and digital publishing. 



 
Person specification: 

 Creative thinker, able to initiate and develop compelling ideas. 
 Well organised with excellent attention to detail. 
 Able to work collaboratively within a team. 
 Able to work under pressure and meet deadlines in a busy office. 
 A commitment to equal opportunities and diversity. 
 Tactful and able to respond to editorial submissions with thoughtfulness and discretion. 
 Confident and effective communicator in writing and in person. 
 Willing to work out of hours occasionally. 
 At ease working in an Arts Council England-funded organisation with a public service remit.  
 Has the right to work in the UK. 

 
General 
Salary range: £30-£33K pro rata depending on experience 
Start date: Winter 2016  
Probationary period: 6 months 
Hours: 2.5 days p/w. Normal office hours are 10am – 6pm Monday to Friday. Some evening and 
weekend work will be required 
Holiday entitlement: 20 days plus statutory public holidays pro rata in the first year; and 23 days 
plus statutory bank holidays pro rata in the second year. 
Other benefits: Subsidised lunches usually available to staff at our Café. Pension contributions after 6 
months. 
Location: The post is based in London. The Poetry Society Offices are at 22 Betterton St, London 
WC2H 9BX 
 
How to apply 
Applications should include: 
• A comprehensive CV giving details of relevant achievements. Please indicate the best way to 
contact you during the day. All communication will be made discreetly. 
• A covering letter that summarises your interest in this post. IMPORTANT: Please indicate how you 
match the required skills, experience and knowledge criteria outlined above. 
• A completed Equal Opportunities Monitoring Form. 
• Details of your notice period, if applicable. 
 
Applications should be sent: 
• by email to skirk@poetrysociety.org.uk OR 
• by post to Sophie Kirk, Office Administrator, The Poetry Society, 22 Betterton St, London WC2H 
9BX 
 
Closing Date: Monday 17 October 2016.  
Interviews are expected to be held on Wednesday 2 November 2016.  
 
Thank you for your interest. We look forward to receiving your application 
 
The Poetry Society 
The Poetry Society is the UK’s leading poetry organisation. We exist to help poets and poetry thrive; 
and to promote a wider engagement with poetry in society. Our initiatives champion all types of 
poetry for audiences of all ages, helping them to engage through the page, the internet, and in 
performance. Pioneering education programmes provide inspiration and support for teachers and 
students, while our awards and publications identify and nurture talent. Via world class publications 



and original events we commission and present new work that invigorates and interrogates the 
artform, encouraging and delivering excellence. We generate professional opportunities for poets; 
and our performance place, web spaces, membership and digital interactions build and link diverse 
poetry communities. 
 
Creating bridges between poetry’s rich heritage and a dynamic cultural future, our programmes aim 
to offer transformational experiences, connecting poetry with people’s own lives and experiences. 
We are the first point of contact from outside the sector, giving poetry a strong voice nationally and 
internationally; and we work collaboratively with a wide range of partner organisations.  
 
A charitable organisation founded in 1909, we aim to advance the study, use and enjoyment of 
poetry. We offer expert opinion to specialists and the general public alike; and act as artform 
advocates through our links with national arts and government initiatives.  
 
As well as publishing the leading poetry magazine The Poetry Review, The Poetry Society runs 
prestigious awards such as the National Poetry Competition and Ted Hughes Award for New Work 
in Poetry. Our year-round events programme features lectures, talks and readings by poetry’s biggest 
names, such as Paul Muldoon, Anne Carson, Jackie Kay and Carol Ann Duffy; as well as fun mass-
participatory projects aimed at expanding audiences for poetry. We work regularly with partners 
including the BBC, Southbank Centre, Disney Channel, National Gallery, Tate, Royal Academy, 
Canal & River Trust, British Council, Nobel Peace Centre, Poetry International Rotterdam, Queen’s 
Gallery Buckingham Palace and Museum of London. A membership organisation, we also provide 
services to more than 4,000 members worldwide. 
 
The Poetry Society is an Arts Council England National Portfolio Organisation & Registered Charity. 
 
www.poetrysociety.org.uk 
 

 
 
 


