
 

JOB CODE: CUTS32CO 

VACANCY: Editor (Communications Officer) 

Job Profile 

We seek an experienced Editors to be a part of a Communications team within CUTS. Serves 
as key contact person and coordinator for assigned publication(s), and/or performs a variety 
of writing and/or editorial duties: plans, designs, writes text, edits and/or produces scholarly 
materials, journals or publications.  

Responsibilities 
 

 Writes, drafts and/or edits, and submits for final approval: press releases, articles, 
newsletter submissions, news stories, features, backgrounders, profiles, book chapters, 
marketing/advertising materials, indices, handbooks, bulletins etc. 

 Establishes production schedules for each publication with clear timelines and 
responsibilities at each stage of the process 

 Maintains a publications calendar and a record of publications produced 
 Oversees all aspects of production, often of multiple publications; copy editing, fact 

checking and quality assurance stages; often using desktop publishing or other 
publication-specific software tools 

 Organises copy flow, coordinates multiple production schedules and printing deadlines 
 Serves as liaison to contributors/authors and others directly involved in the published 

work: solicits chapters, edits submissions, conveys editorial comments and ensures 
deadlines are met 

 Ensures permissions standards for content and image are consistent and documented; 
may coordinate post production activities, such as mailing, mail house arrangements, 
coordinating copyright registration, and permissions activities 

 Hiring, briefing and liaising with copy editors, designers, printers and photographers 
 Ensures that all publications comply with the relevant branding, marketing and style 

guidelines and that all legal requirements, including charity regulations and copyright 
law, are followed 

 Provides guidance to the organisation on publishing, keeping abreast of new 
developments to ensure that publications are cost-effective and relevant 

Qualifications and Experience 

 Master’s in Mass Communications or equivalent degree; 
 3-5 years of professional experience; 
 Strong working knowledge of printing, publishing and/or graphics arts procedures and 

related computer software and electronic communications tools; 
 Proven command of editorial, grammatical, writing skills and techniques; 
 Experience of working in a multicultural environment. 

 
Skills 
 
 Ability to work and thrive in a fast-paced environment; 
 Excellent communication skills both verbal and written; 
 Ability to work across teams and with a variety of projects and vendors; 
 Ability to manage parallel tasks and deliver on time to meet internal and external 

deadlines; 
 Ability to generate goodwill with working partners.  



 

Compensation 
CUTS recognizes that the right candidate will have a significant impact on the success of the 
organization and is prepared to offer an attractive compensation package for the non-profit 
sector, commensurate with experience. 

Location 
The position will be based in Jaipur. Occasional travel around India with potential for 
international travel to partners and conferences will be expected. 

To apply 
Qualified candidates should send their resumes to recruit@cuts.org, along with a cover letter 
highlighting your suitability for the position. Please mention job code in subject line of 
application. Any application received without the appropriate job code will not be 
considered. Given the large volumes of applications we receive, we are unable to respond to 
all applicants and our responses are limited to those who are shortlisted. 
 
Consumer Unity and Trust Society (CUTS) is an equal opportunity employer and considers all 
applicants on merit without regard to race, national origin, religious beliefs, gender, marital 
status or physical disability. 
 
Consumer Unity & Trust Society (CUTS) International 
HEAD OFFICE 
D-217, Bhaskar Marg,  
Bani Park, Jaipur 302016,  
India. 
Phone: 91.141.228 2821 
Email: recruit@cuts.org  
Web: www.cuts-international.org  
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