
 

 

 

Role Description of Assistant Editor 

for the Journal of Child Psychotherapy (JCP) 
 

 

The Assistant Editor (AE) shall be responsible for the efficient production of the Journal, reporting to and 

supported by the Editor and Editor in Chief (EiC).  

 

In relation to the production elements of the role, the Assistant Editor will:  

 

 assist with assessing for suitability of any submission to the JCP, checking against the criteria for acceptance 

and where necessary communicating with the Editor and EiC in order to reach a decision as to whether a 

paper is suitable for peer review. 

 

 once a paper is accepted for peer review, the AE will support the editor to ensure that the submission 

complies with the Journal’s instructions for authors, and will communicate with authors as necessary. 

 

 assist the Editor to identify and allocate suitable peer reviewers, where necessary in discussion with the EiC.  

 

 assist the Editor in overseeing the peer reviewing process, ensuring that reviewers respond within the time 

frame required, and acting on the recommendations of reviewers to reach a decision for submissions 

 

 assist the Editor to communicate the peer reviews to authors and respond to their enquiries. 

 

 where more editing work is needed on the quality of writing, theoretical foundation or clinical content of a 

paper, provide support to authors or identify the appropriate associate editor, where necessary, in discussion 

with the Editors. 

 

 

In relation to the administrative elements of the role, the Assistant Editor will: 

 

 keep up to date with the Taylor & Francis (T&F) systems, relating to the peer reviewing, editing or 

production phase of papers. 

 

 with the Editor, update the EiC regularly on the overall progress of each issue, and any additional 

issues needing attention by the EiC. 
 

 help to plan and participate in meetings of the Journal Group/Editorial Team, take and distribute minutes of 

these meetings when needed. 

 

 

Journal Development work: In discussion with the Editor and EiC and in consultation with the Journal 

Group/Editorial team, the Assistant Editor will: 

 

 identify potential contributors to the JCP, through attending conferences, scientific meetings, etc. 

 

 support potential contributors in preparing papers in the ways described above. 

 

 

Terms of appointment: 

The appointment of the Assistant Editor is currently a fixed term post for one year. 

 

Remuneration is £463.50 per month (£5,562 per annum), the equivalent of half a day’s salary (one session). In 

practice there are quiet periods and busy periods around the preparation of each issue and some flexibility is 

required. 



 

As with all members of the Directorate of Scientific Development and the ACP, the Assistant Editor has a 

responsibility to promote the scientific work and reputation of the ACP and to protect the public.  

 

 

Equality of opportunity: 

The ACP opposes discrimination of any kind. This includes, but is not limited to, any discrimination on the basis of 

protected characteristics under the Equality Act 2010: age, disability, gender reassignment, marriage and civil 

partnership, pregnancy and maternity, race, religion or belief, sex, sexual orientation. We are seeking to increase 

the diversity of member involvement and are keen to encourage applications from people from BAME and other 

currently under-represented communities. 
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