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JOB DESCRIPTION

Vacancy Ref: Click here to enter text.

	Job Title:	Peer Review Manager
	Present Grade:	7

	Department/College:		New Phytologist, Lancaster Environment Centre

	Directly responsible to:		Senior Peer Review Manager 

	Supervisory responsibility for:	Directly responsible for two editorial assistants, and general supervision of peer review admin team

	Other contacts

	Internal: 
New Phytologist Foundation Central Office staff, University colleagues including Information Systems Services, Faculty/Departmental staff; Professional Services staff, Facilities.


	External:  New Phytologist Foundation Editors, Advisors, Authors, Trustees; Wiley staff and other academic publishers; Academic and Office services, as appropriate.


	Overall objective: 
To facilitate the peer review of manuscripts, from submission to final decision. This includes initial assessment of manuscripts, facilitating external peer review, overseeing the administration of day-to-day operations, handling ethical issues, monitoring peer review performance, and contributing to the management/development of online manuscript handling software. The role holder will liaise with the production team in matters of shared operational or strategic importance. 

Major duties:
1. Initial assessment of manuscripts to determine suitability for Foundation journals, primarily New Phytologist, leading to either rejection without review or assignment of manuscripts to relevant subject Editors.
2. Handling of manuscripts rejected without review, including making a decision on suitability, based on their scientific knowledge and application of journal criteria. Some will be rejected directly by the post holder, but most will be upon the advice of an Editorial board member.
3. Peer review:

a) Overseeing the efficient operation of peer review, from the point of submission to first decision (tracking manuscripts, intervening/liaising with editors where necessary, providing authoritative support and line management for Editorial Assistants who perform the day-to-day operations of peer review).
b) Scheduling and overseeing work plans for the peer review team, ensuring adequate cover over holiday and periods of absence.
c) Resolving ethical issues and Author/Reviewer/Editor queries, including appeals, disputes and publication misconducts, escalating to the Senior Peer Review Manager as appropriate.
d) Monitoring, preparing and presenting regular journal statistics (monthly, quarterly, annually as appropriate, including data on number of submissions, processing times, decision rates) to ensure peer review targets are met and the standards of quality and peer review integrity are upheld.
e) Operation and management of online manuscript submission and peer review workflow system (currently provided by ScholarOne Manuscripts) and development of procedures as necessary (e.g. dealing with problems and database releases, enhancements/expanding use of database).
4. Supporting the Senior Peer Review manager in maintaining resources related to submission and peer review across journal and Foundation resources and liaising with Central Office colleagues and external stakeholders as appropriate.  
5. Implementation and execution of projects to improve the peer review experience for authors, reviewers and editors, including liaison with production and other Central Office colleagues, external and internal stakeholders. 
6. To undertake other duties as required by the Senior Peer Review Manager, and Managing Editors, including the implementation and execution of projects related to the journals’ development and the cover of peer review admin and production during staff vacations/absence etc. 

7.Represent The New Phytologist Foundation at national and international conferences, New Phytologist Symposia and Editorial meetings. 
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