| am searching for a new Manuscript Coordinator for the Journal of Abnormal Psychology. Please see
details of the job description below.

This job would be a good fit for a BA or MA level person who was a psych major with a very strong GPA,
has been working for at least a year post BA, who is good at detailed computer work, and has strong
interpersonal skills.

| need someone who could start by May 1.

If you happen to know of a such a person, please direct them to email their resume and transcript
directly to abnormal.psychology@emory.edu AND apply through Emory University Human Resources.

This is the link to Emory Human Resources: http://www.hr.emory.edu/eu/careers/
Once on that page, applicants should go to “Search for Staff Jobs (External Candidates)” under Tools and
Resources, then “Search Positions” and then enter the Job Requisition ID number: 51333BR.

Thanks
Sherryl

Preferred Qualifications

The successful candidate must hold a bachelor’s degree, preferably in Psychology; English/Journalism
majors with a concentration in Psychology will be considered. Experience in publishing, and knowledge
of operations and guidelines for scientific journals is a plus. The candidate must have excellent written
and oral communication skills, and the ability to build relationships with and communicate effectively
and professionally with editorial staff, authors and referees. In addition, the candidate needs very strong
organizational skills, attention to detail, and a willingness to work flexible hours. He or she must also be
able to work effectively with minimal supervision, manage multiple competing responsibilities, make
independent decisions utilizing critical thinking skills, and communicate decisions effectively. Finally, the
candidate must be proficient in publication database management and web applications, including the
Microsoft Office suite and the internet (employee will need to investigate information about
researchers/referees worldwide).

Additional Job Details

This employee is responsible for the review of scientific articles submitted to a well-known scientific
journal. Duties include: reviewing manuscripts for adherence to APA style guidelines and publication
policies; management of materials, such as contacting potential article reviewers and tracking receipt of
reviews, maintaining an electronic database of manuscripts, reviews, and editorial correspondence, and
maintaining editor and reviewer files. This employee is also responsible for managing the Journal office,
including an annual budget and report for APA, managing copyright/publication forms, processing
related paperwork, providing updates of journal operations to the editor and publisher, and assisting the
editor with journal tasks as needed. The employee also troubleshoots issues related to author
submissions, referee contributions and minor technical database problems, and clarifies policies as
needed.

In addition, this employee will create mid- and end-of-year reports of journal operation statistics,
including submission counts, rejection rate, lag time, etc., act as point of contact between APA and
Emory University, use and manage various journal databases with information about submissions,
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authors, and referees, and act as a liaison between American Psychological Association personnel and
editorial staff, authors and referees.

When not working on journal-related tasks, employee assists with other tasks in a research lab as
requested, including but not limited to the following: participant recruitment and scheduling; phone
screenings; website updates; assisting with lab visits; collecting, tracking, editing and analyzing data;
managing study databases; training and supervising undergraduate assistants; creating progress reports;
coordinating lab meetings; assisting with IRB submissions, amendments, and renewals.

Sherryl H. Goodman, Ph.D.
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404 727 4134

http://www.psychology.emory.edu/clinical/goodman/index.html
http://www.apa.org/pubs/journals/abn/index.aspx
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