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Editor Job Description 
  

The Editor-in-Chief (EIC) of the Asia Pacific Career Development Journal is a member of APCDA and is responsible for 
the overall quality of all content included in the journal and for monitoring the review process to ensure it is 
thorough, fair, and timely. The EIC is responsible for upholding the mission and scope of the journal as delineated by 
APCDA and for selecting manuscripts that provide innovative, original, and relevant contributions to the body of 
knowledge related to issues in career development. The EIC recruits and selects editorial board members, reviewers, 
and any other editorial positions required to manage and maintain the journal. The EIC oversees the work of the 
editorial review board. The EIC writes a “Editor’s Note” for each issue. The EIC seeks opportunities to keep in regular 
communication with the editorial review board and holds an annual editorial board meeting and prepares an annual 
report for the Board of Directors. 
 
The EIC serves a 3-year term and is appointed by the Asia Pacific Career Development Association (APCDA) Board of 
Directors.  The EIC will receive a stipend of $2500 per issue ($5000 per year) plus up to $1500 expenses to attend the 
annual conference. 
  
Some of the duties of the EIC include but are not limited to: 
  

1. The EIC oversees the mission and scope of the journal in consultation with the APCDA Board of Directors. 
a. The EIC ensures that the papers published are consistent with the editorial mission and that of 

APCDA. 
b. The EIC in collaboration with the associate editors screen all manuscripts submitted for relevancy 

and appropriateness for the journal before passing it on to the editorial review board. 
  

2. The EIC is responsible for overseeing the editorial review process. 
a. The EIC selects the editorial board members, reviewers, and assistant to the editor. 
b. The EIC will determine the method used to conduct the editorial review process. Currently, this is 

done via email. 
c. The EIC will assign papers to reviewers who have the appropriate knowledge and skill to evaluate 

them, will monitor the quality of the reviews prepared, and will replace editorial review board 
members whose reviews are inadequate or untimely.  

d. The EIC will be the final arbiter regarding the acceptance of papers when reviewers differ in their 
evaluations. 

e. The EIC reviews final proofs of all papers accepted for publication. 
f. The EIC will ensure that the review process is completed in a timely way and that authors receive 

constructive feedback about papers submitted. 
  

3. The EIC in collaboration with the associate editor provides the manuscripts accepted for each issue to 
APCDA. 

a. The EIC oversees that the manuscripts are complete, including illustrations, references, and contact 
information for the authors, and makes sure the associate editor submits reviews on time for each 
issue according to the schedule agreed upon with APCDA. 

  
4. The EIC will see that the journal follows customary ethical policies for scholarly publishing as described in the 

Asia Pacific Career Development Association (2020) Codes of Ethics 
a. The EIC will identify, investigate, and address any ethical breaches of conduct by authors and 

reviewers. 
b. The EIC will see that authors are treated with fairness, courtesy, objectivity, and honesty. 

  
5. The EIC will seek opportunities to promote the journal. 

a. The EIC or designee will attend the APCDA Conference each year to promote the Journal among 
attendees, to discuss potential articles with attendees, and to represent the Journal at various 
presentations at the conference.  Approved travel expenses will be reimbursed by APCDA. 



b. The EIC will seek to speak at conferences and other events about the purpose and values of the 
journal, inviting potential contributors to consider submitting papers to the journal. 

c. The EIC will identify indexes in which the journal should be included and pass that information on to 
APCDA staff. 

d. The EIC will help APCDA promote the journal by identifying places, events, and individuals to whom 
promotional material should be sent. 

e. The EIC will promote the journal and calls for submissions through various listservs, APCDA media, 
and social media. 

  
6. The EIC writes an “Editor’s Note” for each issue of the journal. At times, editorials may also be written for 

the journal. 
  

7. The EIC will provide the APCDJ Executive Board and APCDA with appropriate information about the editorial 
activities of the journal. 

a. The EIC will prepare an annual report to be submitted to the APCDA Executive Board. 
b. The EIC will report opportunities about which APCDA should know to help improve the journal. 
c. The EIC will report any significant problems that might affect the quality or timely release of the 

journal. 
d. The EIC meets with the managing editor of journal or other representative of APCDA once per year. 

Typically, at the APCDA Conference. 
  

8. The Editor has the final decision-making responsibility for the acceptance or rejection of all manuscripts 
submitted to the journal. 

  
Those individuals interested in consideration of this position should submit the following to the staff of APCDA: 
info@AsiaPacificCDA.org 

 Current CV or resume 
 Letter of Interest (Be sure to include a description of how you intend to advance research and scholarship for 

the communities represented within this journal) 
 Letter of Experience (Be sure to include past editorial experiences, understanding of reading/writing 

research including various methodologies, highlight of own research experiences/publication record, 
familiarity with publication processes, APA Manual 7thEdition) 

  
 


