Job description
Editorial Assistant
Introduction
First published in 1911, The Ringing World has stayed resilient through the coronavirus pandemic, continuing
to publish a weekly magazine and maintaining a high level of goodwill among the worldwide community of
ringers. We run BellBoard and the Ringing World National Youth Contest, and a successful shop with a
growing range of merchandise and publications. There is a small team of five employees, most part-time, a
board of volunteer directors, and a large network of volunteers supporting its work in various ways.

Post
The core of the job is assisting the Editor in the process of producing a weekly magazine. This involves
editing, short-form writing, liaison with authors and staff, and copy management using various software
platforms.
You will also:
1.

Write articles or work with contributors on fresh content. Support the Editor in building relationships
across the ringing community and identifying new stories and opportunities to stay relevant and support
ringing.

2.

Work with the Editor and the Board to identify and execute new projects across the broader activity of
the company. Expand and complement the skill-set of the existing team, possibly in the areas of
photography and design, merchandise and publications, marketing, social media or technology, project
management or volunteer engagement.

3.

Work flexibly with the other members of the small team as necessary for workload variation and the
operation of a small company. Become familiar with company processes in general, and gain the
confidence of the Board to be able to deputise for the Editor when the need arises.

Person specification
You will have an eye for both detail and style, be able to assess, prioritise and organise, show teamwork and
communication skills, be digitally competent, and show good comprehension and judgement. You’ll have a
good eye for detail and a questioning nature. You’ll be able to bring new ideas and freshness to The Ringing
World while also respecting the brand and its heritage.

Essential
•

High standards of writing and communication

•

Proactiveness and good judgement

•

Digital skills

•

Ability to work independently and within a small team

•

Knowledge of ringing and its culture

Desirable
•

Experience working within a small, changing business

•

Experience of publishing, editing or journalism
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•

Experience of the Adobe publication software package (InDesign, InCopy, Illustrator, Photoshop)

•

Flexibility for occasional evening and weekend work

•

Photographic / design skills

Other information
Remote working is normal for all essential duties, though there will be the need to visit The Ringing World
office occasionally, particularly in the early stages, and a local candidate could work in the office regularly.
The office is in Andover, Hampshire – a first-floor office in a building overlooking the town marketplace,
easily accessible by public transport but not wheelchair accessible.
A laptop will be provided and reasonable working expenses will be reimbursed.
The post is part-time, with a minimum of 24 hours work each week to include Monday and Tuesday morning.
A competitive hourly rate will be offered, depending on the experience and skills of the successful candidate.
Evening and weekend work can be necessary to meet deadlines and work with volunteers, but in return
there is flexibility of working pattern once independence and knowledge of the production workflow is
gained.
Ideas for developing the company are not in short supply, and there is the potential for overtime to work on
specific projects.
Employees of The Ringing World receive 35 days of annual leave pro rata, including a bank holiday allowance.
Bank holiday absence for this role is negotiated between the production team, as we usually aim to keep to
the weekly production schedule.

Contact
Applications (CV plus a covering letter) should be sent to William Bosworth (editor@ringingworld.co.uk)
by Monday 6th June. We welcome informal enquiries by email or phone (01264 366620).
Initial interviews will be by Zoom soon after the closing date. In-person interviews are planned for the 16th
or 22nd June 2022.
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