Publishing Editor

Location

Kingston, ON

Opportunity

Innovation

Creativity

In our brand-new
Kingston office, working
with a high-performing
team!

An innovative culture,
where we work
collaboratively to
improve processes and
client experiences!

Be a part of the team
creating and
designing the Mission,
Vision and name of
the office space!

If you are a collaborative, creative, and curious thinker with a knack for
catching the most trivial of errors, along with those most glaring, we want
to hear from you!

Primary Responsibilities:
The Publishing Editor will be a part of the Quality Assurance Team and will
edit, proof and format creative content across various media and industries,
company-wide.
Edit, proofread and format written work, such as marketing materials,
internal documents, digital communications and correspondence.
Edit and proofread materials for spelling, grammar, punctuation, syntax,
usage, consistency, and brand voice.
Crosscheck references and data to ensure the accuracy of the content.
Verify accuracy of all referenced facts and ensure proper citations and
references have been identified.
Review output for consistency, with an eye towards the company-wide
brand. Ensure that all materials comply with copyright/trademark standards
and client/house brand and style guidelines.
Attend team meetings, provide constructive editorial input, and
communicate with team to effectuate consistent, accurate, and high-quality
work products.
Suggest process improvements and evaluate and recommend changes to
create efficiencies.
Detect errors, position text and images, make sure page numbers are in the
correct order and eliminate confusing terminology.
Ensure all written work meets any applicable standards, RFP scoring criteria,
etc., as appropriate.
Meet with internal and external stakeholders in a collaborative manner.

www.loomex.ca
705.775.5022

Qualifications:
Bachelor’s degree, preferably in English, journalism, communications, or a
related field. A minimum of two to five years is required.
Bilingual in French and English is an asset.
Talented writing, editing and proofreading skills.
Fluent in proofreading symbols, which remain relevant.
Computer proficiency and experience working extensively on digital
content and word processing software.
Be able to read quickly to edit and proof without sacrificing quality to meet
tight deadlines.
Be able to multi-task, manage and prioritize multiple projects at once,
realizing that priorities may change from day-to-day.
Be flexible yet persistent in seeking a high-quality end-product.
Great vocabulary and top-notch grammar skills, including the use of proper
subject-verb agreement and comma usage.

Working Conditions:
A 40- hour work week is required; however, you will work with your supervisor
to create a weekly schedule. Some evenings and weekends may be required
to fulfill client deadlines.

Applying:
Please email your cover letter and resume to Sherry Hill, Chief Financial Officer.
Only those who are selected for interviews will be contacted.

Apply now
Email: shill@loomex.ca
Deadline: no later than April 23, 2021

