
The Poetry Society
Job Description – Publishing Manager

Main Duties: 
• Lead responsibility for the development, planning and co-ordination of The 

Poetry Society’s publishing programme.  Devise and implement strategy for 

Hours 5 days per week (35 hours). Normal office hours are 
10am – 6pm Monday to Friday. Some evening and 
weekend work may be required with time off in lieu.

Location The Poetry Society, 22 Betterton Street, London 
WC2H 9BX

Duration Permanent

Salary £37k- £40k depending on experience 

Holiday entitlement 20 days p.a. rising to 23 days in year 2 and 25 days in 
year 3, plus statutory public holidays and additional 
Poetry Society Christmas leave.

Other benefits The Poetry Society offers an Employer contribution of 7% 
of gross salary into the National Employment Savings 
Trust (NEST) Pension Scheme, for those who opt into the 
scheme. 

Reports to Director, The Poetry Society

Responsible for Editor, The Poetry Review (p/t)
Publishing Administrator (p/t)
Marketing & Communications Manager 
Digital & Marketing Co-ordinator

Post Objective: Responsible for the management and production of The 
Poetry Society’s print publications and online publishing, 
including The Poetry Review, Poetry News, 
poetrysociety.org.uk and other websites.

To play a key role developing and managing the 
publishing and digital strategy of the organisation. Ensure 
our publishing is in good financial health, continues to 
reflect The Poetry Society’s commitment to innovation, 
diversity, and quality, and engages a growing audience.

The Publishing Manager has line management 
responsibility for The Poetry Society publishing and 
marketing teams. 



print and digital publishing, setting and managing budgets, creating print 
schedules, managing risk and change through all stages of publication. 
Ensure the organisation’s publishing programmes reach a growing and 
widening audience, and build engagement among the communities we 
serve. 

• To design, lay out and produce (in close conjunction with the magazine’s 
Editor) quarterly editions of The Poetry Review, one of the world’s most 
influential poetry magazines.

• To edit, design, lay out and produce Poetry News, the quarterly newspaper 
for Poetry Society members, including commissioning and writing content.

• To oversee the development of The Poetry Society website at 
poetrysociety.org.uk and other associated websites. To manage the 
relationship with the organisation’s web developers and lead on ensuring all 
internet assets and services are properly maintained and secure. 

• Line management responsibility of The Poetry Review Editor and 
Publishing Administrator. 

• Ensure that operational and administrative duties are carried out effectively 
across the publishing team, including submissions processes, contracts, 
licensing, invoicing, budget management and essential data collection for 
key funders including Arts Council England.

• To purchase print and distribution services. To manage third-party suppliers, 
including printers, digital publishing partners/licensees, distributors and 
wholesalers/retailers, agents, and freelancers (illustrators, designers and 
proof-readers). Ensure all copyright permissions and other legal 
requirements are in place.

• To produce, in collaboration with the education and marketing teams and 
other colleagues, leaflets, flyers, anthologies, teaching resources and other 
Poetry Society publications and promotional material in print and digital 
form as required.

• To prepare and publish content from The Poetry Review and Poetry News 
online and, in conjunction with the Review editor, to commission and 
publish web-specific features, e.g. The Poetry Mixtape, Behind the Poem 
etc and Review podcasts. Write occasional related online news stories eg 
obituaries, book prize round-ups etc. Work with colleagues across the 
organisation to ensure websites are continuously updated. 

• Line management responsibility of the Marketing team.  In conjunction with 
the Marketing & Communications Manager, to set budgets for and manage 
advertising sales against targets; ensure the marketing team are 
successfully delivering to agreed strategy. 

• To ensure a consistent house style across the organisation in print and 
online and ensure that it is continuously revised and updated.



• To work with the Director and other senior staff to identify and develop new 
opportunities for income generation and audience development, helping to 
build successful relationships with a range of strategic partners.

• To provide publishing updates for board papers, attending board meetings 
when required. To oversee production of the organisation’s Annual Report 
and contribute to AGM planning.

• Represent and act as an advocate for the organisation. Contribute to the 
development of events and activities which stimulate debate and expand 
interest in the Society’s publications.

Person Specification
This role requires both strategic and hands-on skills. The Publishing Manager is 
responsible for project-managing content through to publication, involving laying 
out text, print buying etc, as well as working on projects where they are 
commissioning and editing content, and playing a key role in the future 
development of the organisation.

The person appointed must demonstrate the following personal attributes, skills 
and experience:

Personal Attributes
• A hands-on, creative and proactive problem-solver, with an ability to keep 

multiple projects on track and on budget.
• Good people skills; enjoys teamwork and collaboration. The Publishing 

Manager works with colleagues on projects across the organisation as well 
as working closely with writers.

• Well-organised, resilient, with a keen attention to detail and determination to 
meet deadlines; calm and pragmatic under pressure.

• Able to professionally represent the Poetry Society at senior level.

Essential skills
• Proven planning and project management competencies, with at least four 

years’ experience in a similar print publication role (evidenced by print 
portfolio).

• High level of design and layout skills (evidenced by print and digital 
portfolio) based on expertise in the following: Adobe CS; Quark; Microsoft 
Office; WordPress and/or CMS-driven web systems.

• Demonstrable team management experience.
• Excellent writing, commissioning and proof-reading skills.
• Experience in managing a website (evidenced by digital portfolio).
• Confidence managing budgets, making costings and analysing data.
• Solid understanding of licensing and copyright.
• A good working knowledge of contemporary poetry. 

We particularly welcome applications from candidates from Black and 
minoritised ethnic backgrounds who are under-represented within the arts. 
All applicants are welcome regardless of sex, race, disability, sexual 
orientation, religion or belief, age, marital status or civil partnership, 
pregnancy/maternity or gender reassignment.



Other information

Location: This role is based primarily in our London office at 22 Betterton St, 
Covent Garden, London WC2H 9BX. Some home working possible. 

The Poetry Society is in the process of gradually transitioning from a WFH / hybrid 
model back to office working. 

Probationary period: 6 months
References: Any job offer is made conditional to two satisfactory references. 

How to apply 
Applications should include: 

• A covering letter (max 2 sides) that summarises your interest in this post. 
IMPORTANT: please provide evidence of your ability to match the required 
knowledge, skills and experience criteria outlined above. 

• A comprehensive CV giving details of relevant achievements.
• A completed Equal Opportunities Monitoring Form 
• Please also indicate the best way to contact you during the day. All 

communication will be made discreetly.

Please email your application to execassist@poetrysociety.org.uk with 
‘Publications Manager’ as the title to your email. Your CV and covering letter 
should be two separate Word documents, named respectively '[First name Last 
name] CV' and '[First name Last name] Publishing Manager application'. Covering 
letters should be addressed to Poetry Society Director, Judith Palmer.

If you have any queries about the role please email 
execassist@poetrysociety.org.uk
Deadline for applications: 5pm, Monday 7 February 2022 

Interviews are scheduled to take place at the Poetry Society week commencing 
14 February and second interview week commencing 21 February 2022 online or 
in-person.
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