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CJS Editorial Assistant Vacancy 2022. Further details: 
 
Work pattern: usually 12-16 hours per week to a maximum of 20 (pre-agreed during busy periods) majority is to 
be worked on your own schedule to meet set deadlines. Hours are to include availability on Wednesday and/or 
Thursday to cover sharing to social media platforms and preferably four hours on either Monday or Tuesday.  
 
Office: You will be given a remote desktop to access the office network at pre-agreed times so that you are able to 
use our specialist software for certain tasks. You will have access to the CJS server at all times to use office 
documents as necessary and to save completed work to the archive, therefore it is imperative that you have a 
suitable windows computer and up to date anti-virus software.  
 
Pay: £11/hr (self-employed) with possibility to join profit share scheme. If you are VAT registered the quoted hourly 
rate is exclusive of any additional VAT.  
The CJS Team are all self-employed working on a cooperative basis, the successful candidate will be offered a 
contract on a similar basis for an initial one year term (subject to ten week probationary period). 
 
Holidays: We close for Christmas and New Year (usually approx.. two weeks) and all Bank Holidays. Holidays are 
arranged flexibly around other team members to ensure work is covered. 
 

Work involved 
Setting features for online, includes preparing photos and graphics. 
Sharing features to social media, eventually to include writing posts.  
Set graphics to accompany social media posts. 
Meeting with the Features Commissioning Editor to ensure continuity. 
 
The Features Commissioning Editor has a four week period of leave booked for early 2023 and you will be 
expected to maintain contact with authors and to set and promote features during this time. You will be supported 
by the Editor and the rest of the CJS Team but you will be the primary contact for authors and features during this 
period.  
 
Additional 
You may be asked to assist with other office projects e.g. help with preparing marketing materials or collating data 
from a range of sources. 
After a suitable familiarisation period you may be asked to assist in the creation and distribution of our monthly 
newsletter, CJS Professional. 
When familiar with CJS and our network you may be asked to grow our social media presence.  
 
Note:  
You might remember us advertising for a post similar to this earlier this year. In the worst stroke of luck our lovely 
new Team Member developed long covid only three months into the contract and is unable to continue. We hope 
they'll be able to return in the future but don't worry CJS is busy enough that we'll have work for both of you.  
 

Criteria 
Essential 
Excellent standard of English and good level of maths ability.  
Full working knowledge of MS Office. 
Basic knowledge of graphics packages for photo resizing is essential. The ability to manipulate images and create 
social media graphics is a distinct advantage. CJS uses Corel but any graphics package (e.g. photoshop, canva) 
would be suitable. 
Excellent communication and interpersonal skills. 
Able to work on initiative and to meet regular deadlines. 
Adaptable person who pays attention to detail. 
Enthusiastic with a friendly telephone and email manner. 
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CJS Editorial Assistant Vacancy 2022. Further details cont.: 
 
Desirable 
Familiarity with social media including company pages and group management.  
 
Advantageous 
Knowledge of countryside, wildlife, rural work sectors would be a distinct advantage. 
 
Please note 
No formal qualifications are required but relevant experience is highly beneficial. 
Please demonstrate your suitability and how you meet our criteria in your application. 
 

Finally 
You must slot into the existing team, we appreciate this is an unquantifiable criterion and will ultimately be a 
personal decision by the CJS Team.  However, please read our blog to find out a little about the existing team and 
see how you will be able to fit into and augment the office staff. 
 

To apply 
Please complete the application form and send with covering letter (and CV if wished) to the address on the form. 
 
Informal enquiries to Amy Worley, Features Commissioning Editor on Amy@countryside-jobs.com or to Kerryn 
Humphreys, Editor on Kerryn@countryside-jobs.com  
 
Applications close on Tuesday 26 July. 
Interviews via Zoom on Friday 5 August (TBC).  
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