
 
 
Managing Editor Job Description 
 
 
Reports To: Editor-in-chief 
Full-time, 40 hours/week, exempt 
 
Bitch Media’s headquarters are in Portland, Oregon, but this position can be based anywhere.  
 
Bitch Media seeks a Managing Editor to join our editorial team. The right candidate is an 
extremely organized project manager, a deft copy editor, and a born collaborator. If you have a 
knack for getting other people to meet deadlines while never missing your own, are excited about 
the opportunity to oversee production of an award-winning magazine, and have excellent 
communication skills, we’re looking for you. We strongly encourage people from 
underrepresented communities to apply. 
 
The Managing Editor reports to our editor-in-chief and is a key member of our editorial team. 
The Managing Editor is responsible for creating, maintaining, and executing the day-to-day 
operational flow for the editorial team through three core responsibilities: (1) Manage and 
execute content production across bitchmedia.org and Bitch Magazine; (2) Support the editor-in-
chief in managing the editorial staff, including the senior editor, with an emphasis on enforcing 
deadlines; and (3) Oversee elements of production that are essential to delivering the best 
product possible, such as managing copyeditors and maintaining a production schedule. 
 
Primary Duties and Responsibilities 
 
Managing Production for Bitch Magazine 
 

- Works with the editor-in-chief to develop, implement, and enforce deadlines for Bitch 
Magazine. 

- Recruits, schedules, and oversees contract copy editors and proofreaders who uphold the 
magazine’s quality of work by ensuring there are no errors. 

- Provide general copyediting support to lead editors. 
- Collaborates with the creative director and editor-in-chief to create a production schedule 

that balances editorial and design needs.  
 
 
 
 



Enforcing Deadlines for bitchmedia.org 
 

- Hires and manages a team of proofreaders and copy editors for bitchmedia.org. 
- Creates and enforces systems to ensure the timely publication of all digital stories. 
- Creates and maintains all supplemental materials that support efficient and ever-evolving 

production processes, such as an updated style guide and fact-checking materials. 
- Works with editor-in-chief to develop annual editorial team budget, particularly as it 

relates to copy editors and proofers. 
 
Special Projects 
 

- Works with editor-in-chief to develop and execute timelines for editorial-led projects, 
like Bitch 50. 

- Offers editorial team trainings to keep Bitch up-to-date with best practices for publishing 
on all platforms. 

 
General 
 

- Participate in editorial meetings and editorial team projects. 
- Contribute to Bitch Media’s newsletters (e.g. B-Mail, BitchReads, etc.) 
- Other duties assigned by editor-in-chief.  

 
Qualifications 
 

- Bitch Media’s ideal candidate will have at least three years of print magazine-editing 
experience (developmental editing, line editing, and copyediting), one year of digital 
magazine-editing experience, and one year in a leadership role where you’ve managed 
employees and deadlines. 

- You should be an adept copy editor and fact checker with a thorough, near encyclopedic, 
knowledge of the Chicago Manual of Style. 

- You should have excellent time management, project management, and planning skills, 
and be a stickler for implementing and meeting deadlines. 

- You should know the ins-and-outs of content management and organizational systems, 
including Drupal, Box, and Trello, and know how to use them effectively. 

- You should have a basic familiarity with Adobe InDesign. 
- You should thrive in a collaborative environment and be willing to take ownership over 

this role. 
- You should have a deep knowledge of intersectional feminism and popular culture. 

 
 
Salary and Classification 
 
Annual compensation is $55,000. This is a full-time exempt position. Benefits include fullhealth 
and dental insurance, paid vacation and sick time, and retirement. 
 
 



To apply: 
  
Please send an email to jobs@bitchmedia.org with the subject line “Managing Editor.” 
 

- The body of the email should be your cover letter, including a clear statement that 
explains why you are interested and qualified for this position, why you want to work for 
Bitch Media, and a summary of your relevant experience. 
 

- In one PDF attachment: 
1. Please include a résumé and three references (references will only be contacted at the 

end of the hiring process).  
2. If possible, please include links to digital and print stories or magazines that you’ve 

worked on. What was your role? 
3. Include links to two published clips that you’ve written or edited. These can be 

articles, social posts, or anything else that has been published. 
 

Please email cover letter, résumé and writing and social media samples (in one PDF) to 
jobs@bitchmedia.org referencing “Managing Editor” in the subject line by December 21 at  
5:00 p.m. PST. 
 
Preference given to those who can start in early January. Please give your start date and any 
availability issues in your cover letter. Applications will be reviewed on rolling basis and 
position is open until filled. 
 

- Bitch Media is an Equal Opportunity Employer. We do not discriminate on the basis of 
race, color, creed, religion, national or ethnic origin, sex, sexual orientation, gender 
identity or expression, age, disability or veteran status. 

- Principals only, recruiters; please do not contact this job poster. 
- Please do not contact job poster about other services, products, or commercial interests. 
- No phone calls, please. 
- For more information, please visit www.bitchmedia.org 

 
 
 


