
 
 
 
Editor, The Poetry Review, The Poetry Society, London 
 
Reports to: Publishing Manager  
 
Location: Flexible. A desk is available at the central London office, and some in-
person meetings in the office will be required 
 
Hours: 2.5 days per week    
 
Office hours are Monday to Friday, 10am – 6pm. Some evening or weekend work 
will be required, the Editor is expected to organise their working hours to 
accommodate this alongside the fluctuations of the publication schedule.   
 
Salary: £34,000 PA pro rata (£17,000 based on 2.5 days per week) 
 
Duration: Initial fixed-term contract for 2 years 
 
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 elect to be part of it. 
 
Holiday entitlement: 20 days pro rata in year one (10 days), rising to 23 days pro 
rata in year two (11.5 days). 
 
Probationary period: 6 months 
 
 
The Poetry Society occupies an energising space at the heart of contemporary poetry, 
with projects generating new work from a wide range of poets, from major 
international names to the latest emerging talents. One of the leading literary 
organisations in the UK, the Society is currently seeking an experienced and 
imaginative Editor for our influential quarterly magazine The Poetry Review, one of the 
most widely read publications for new poetry in the world. 
 
The successful applicant will demonstrate a sustained involvement in poetry and its 
development within the arts. Meticulous organisation and attention to detail will 
underpin an in-depth knowledge of contemporary poets and their work. Knowledge of 
current debates in contemporary writing culture will also support their expertise in 



gathering relevant content for publication in The Poetry Review. With excellent 
editorial skills and the capacity to assess submissions and develop emerging poets, 
candidates must demonstrate an understanding of working with a membership 
organisation and share the organisation’s commitment to diversity and inclusion. 
 
 
How to apply 
Applications should include:  

• A CV and covering letter (max two sides A4) summarising your experience and 
enthusiasm for the role (please provide evidence of your ability to match the 
criteria outlined in the job description).  

• A single-page overview outlining your approach to commissioning for an 
edition of The Poetry Review, detailing ideas/potential authors for prose 
contributions and an indicative list of poets who you might wish to include. 

• A completed Equal Opportunities Monitoring Form  
• Details of your notice period as applicable. 

 
Please email your application to Tiffany Charrington, Administrator, 
tcharrington@poetrysociety.org.uk 

 
Deadline for applications 9am, Mon 12 September 2022   
 
First interviews will ideally be in person and are expected to be held in London on  
23 September 2022 
 
 
About The Poetry Society 
The Poetry Society is the UK’s leading organisation for poetry. We champion poetry 
for all ages through innovative education, commissioning and publishing programmes, 
and a packed calendar of performances, competitions and digital projects. The 
Society was founded in 1909 to promote a ‘more general recognition and 
appreciation of poetry’, and we have grown into a dynamic arts organisation 
representing poets and poetry nationally and internationally. We have a thriving 
worldwide membership and run major talent development schemes such as the 
National Poetry Competition and Foyle Young Poets of the Year Award. Our 
influential quarterly magazine, The Poetry Review, is one of the most widely read 
publications for new poetry in the world. The Poetry Society is an Arts Council 
England National Portfolio Organisation and a registered charity. 
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Job Description 
Editor, The Poetry Review 
 
Post Objective 
To edit Britain’s leading poetry magazine, The Poetry Review, for quarterly 
publication, 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.  
 
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, help promote both The Poetry Review and The Poetry Society as its 
publisher.  
 
 
 
 
Reporting to 
Publishing Manager   
  
PRINCIPAL DUTIES 
 
Editorial 
For each quarterly issue: 
 

• Select poems for publication sent by open submission (largely via Submittable 
CMS, and liaise with the Administrative Assistant on hard-copy submissions.   

• Correspond with contributors, commission essays, interviews, reviews etc. and 
source images as required. 

• Produce the contents list for each issue to an agreed timetable. 
• Write editorial for each edition to required schedule and word length. 
• Compile contributor biographical notes for each issue. 
• Ensure that the magazine’s content meets the Society’s overall editorial 

requirements. This includes meeting the measures for excellence and diversity 
set out in the Poetry Society’s funding agreement with Arts Council England and 
publishing the annual winners of the National Poetry Competition. 

• Recommend selected material from the Review for inclusion on the Poetry 
Society website and propose contributors for other features such as ‘Behind the 
Poem’ or ‘Mix Tapes’. 
 

In conjunction with the Publishing Manager: 
• Edit copy ready for layout.  
• Review layout, cover and cover quotes before print.  
• Sign-off printer’s proofs for publication.   



• Complete all stages of the editorial process to the agreed schedule. 
• Select material from the Review for inclusion on the Poetry Society website, and 

decide which works might be put forward for relevant prizes and awards.  
• Organise the quarterly Review podcast (e.g., select guests and agree fees or 

scheduling, the recording and production are handled by a technician). 
 
In conjunction with the Administrative Assistant: 

• Continuously read and review submissions using Submittable platform (and/or 
the small quantity received through the post). 

• Accept/reject all submissions within three months of receipt. 
• Ensure all material accepted for publication is appropriately contracted and 

rights cleared. 
 

Financial 
• Work within budgets for contributor fees set by the Publishing Manager.  
• Confirm or negotiate fees with contributors, and work with the Administrative 

Assistant to supply payment details to the Finance Officer prior to publication. 
 
Promotion 

• Provide a quarterly blurb and summary of forthcoming editions for advance 
marketing. 

• Assist in developing The Poetry Review sales and marketing campaigns, and 
digital media strategies.  

• Contribute to the planning of The Poetry Review launch events, e.g. providing 
suggestions for readers and guests. Attend and introduce launches. (These are 
likely to be some form of hybrid online/live events, and the Editor will 
sometimes be expected to attend in person, usually in London) 

• 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 for Arts Council England submission, The  
Poetry Society Annual Report, board papers and other reports/funding bids  
as needed. 

• Attend other Poetry Society events, such as the National Poetry Competition 
awards, which may take place at evenings or weekends. 

• Attend regular team meetings (either on line or in person). 
• Consult with the Director and offer advice, recommendations and contacts to 

other members of the Poetry Society team if required. 
 
  



Note on Publications Team 
• The Publishing Manager oversees the Poetry Society’s publishing output, print 

production and distribution. The Administrative Assistant offers administrative 
support (e.g., help with administering submissions and review copies, 
correspondence with authors, contracts, payments and collating data). 

  
Essential knowledge, skills, experience 

• To be able to demonstrate a sustained involvement in poetry and its 
development within the arts, with knowledge of different poetics and  
poetry communities.  

• Proven experience of involvement with similar publications or organisations 
• A successful previous track-record of editing, commissioning and  

assessing poetry. 
• Candidates should have a good record of poetry publication or comparable 

experience in the field. 
• A commitment to inclusion, diversity and widening engagement. 

 
Further desirable knowledge, skills, experience 

• Demonstrating an understanding of current critical debates and concerns  
within poetry. 

• Experience with print and/or digital publishing, as well as skills such as  
copy-editing and proofreading. 

• The ability to write clear and persuasive prose. 
• Access to a wide network of contributors and the ability to build and grow 

communities of writers and readers. 

Person specification 
• A natural communicator, skilled at building relationships and developing 

partnerships. Diplomatic and confident working with writers at different stages 
of their careers. 

• Able to work energetically, and flexibly, with the proven tenacity to  
meet deadlines. 

• Well-organised, reliable and good at keeping to schedules. 
• Enthusiasm for public engagement and readiness to contribute to panels/live 

discussions etc. 
• Has the right to work in the UK. 

 
Other information  
We particularly welcome applications from candidates from Black, Asian 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.  
 


