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Editorial Intern

Albert Whitman & Company is a 90-year-old independent publisher of children’s picture books, middle-grade and teen novels, and nonfiction. We are best known for our classic series, the Boxcar Children.

Our editorial internship offers an exciting opportunity to learn about the editing and design of children’s books and about publishing from the manuscript to the printed book. Our next internship opening is in June 2017.
Job Description

Help with general daily operations of an editorial/design department 

· Work independently and accurately on production duties, such as copyediting, proofreading, and fact-checking 
· Help coordinate metadata and production materials 
· Review manuscript submissions 
· Assist editors with correspondence and other projects

· Data entry tasks, such as applying to the Library of Congress for cataloging information

Requirements

· Current student at US college or university—upperclass or graduate

· Excellent writing and communications skills

· Proficient in Powerpoint, Excel, and other MS Office applications 

· Familiarity with The Chicago Manual of Style is a plus

· Priority will be given to candidates with an interest in children’s literature

Hours

Twelve to twenty hours a week, weekdays only

Schedule is flexible within the range of our office hours, between 8:30 AM and 4:30 PM

Shifts may be between four and eight hours

Payment 
Hourly rate: $10.00
Position located in Park Ridge, Illinois (a short walk from Metra station and accessible by bus from CTA Blue Line).
To apply, send resume, cover letter, and writing sample to intern@awhitmanco.com.


