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Section One

Jobs in Book Production ( | )

It’s not easy to describe the typical organizational structure of a publishing house.
That’s because no two are exactly organized alike. Jobs in book publishing overlap. No
matter what kind of books a publisher may be producing, the individual jobs of the editor

and the production people are basically the same from house to house.

¢ THE PUBLISHER -3

The publisher, or head of the house, tops the organizational ladder and is ultimately
responsible for the overall operation of a publishing house. He or she may bear the title of
president, general manager, or chief executive officer. Whatever the title, he or she has
the responsibility for all company policies, including the planning and development of pub-
lishing objectives as well as administration of investment, staff direction, and budgetary
and financial control.

The publisher in a large, publicly held corporate enterprise will sit on the board of di-
rectors of the parent corporation and will report to the board and through the board to the
stock-holders. The publisher will be appointed by the board to run the company, with a
contract for a specific number of years outlining compensation, benefits, stock options,
and so forth. This CEQ’s perks may include a company car, country and city club, and
perhaps an apartment for entertaining.

A publisher of a small house will probably be the owner or a partner of the company
and may have come up through the ranks. There is no specific career path to the top,

though usually the publisher will have had financial, marketing, or sales experience—less
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often, the publisher comes up through the editorial department. All the characteristics of a
good editor as well as those of a good manager will stand the publisher in good stead, and
her or his tenure and financial rewards will depend on imagination, innovation, continuity
of programs, and, of course, ROI (return on investment) and profit performance.

This is the most coveted, rewarding, and demanding position in a publishing house.
There is no reason for anyone starting at the bottom of the ladder not to aspire to become a

publisher, even if the chances are slight of making it. Somebody has to do it—so why

not you?

In any house, the publishing process begins with the manuscript—getting it and sha-
ping it toward publication. That is the editor’s job. It could be argued that the editor holds
the most important position in the house, since without the editor’s work there would be
nothing to design, sell, or promote. In specialized firms there is some uniformity in the
editor’s work—textbook editors, for example, work in pretty much the same way, wheth-
er in a large or small house. No such standard pattern emerges in trade publishing because
practices vary from house to house. Nevertheless, the basics are the same, and what is de-
scribed here can be taken as the average.

Exzecutive editor or editor-in-chief. Most houses have an executive editor, or more
commonly, an editor-in-chief, and some have both. The editor-in-chief is usually the prin-
cipal editorial figure, working closely with the publisher and with the other executives. If
there is an executive editor, he or she is customarily one rung down the ladder and exe-
cutes the orders of the editor-in-chief. Editor-in-chief is the top position in the editorial de-
partment at a major publishing company. The editor-in-chief supervises all the editors and
editorial activities at his or her company. The editor-in-chief job is more administrative and
strategic than editorial.

Managing editor. Working directly below the editor-in-chief is the managing editor,
who is a kind of traffic cop for the department. It is the managing editor’s task to know
where every manuscript is at any given moment after it has been accepted—whether it is
being copyedited, being designed, in production, or being printed. The managing editor
coordinates the editorial and production schedules, an extremely difficult job in itself, and
in some houses he or she may work with authors or route incoming manuscript to editors.

The complexity of the managing editor’s job in its most important aspect—coordina-
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ting schedules—illustrates the special abilities he or she needs.

Scheduling cannot begin properly until the manuscript is in house. Then it must be
read, approved, copyedited, and sent into production. Four schedules are involved here:
editorial, copyediting, design, and manufacturing. Three are flexible, but the fourth, in-
volving printing and binding, is not, because binderies and printers work on crowded,
tight schedules. Every delay adds to the cost of the book. It is easy to see, then, how im-
portant the managing editor’s job is as he or she tries to keep the book moving through the
whole editorial and manufacturing chain with the fewest possible delays. Few books pres-
ent no problems along the way. There may be an editorial problem, with last-minute re-
writing; or the copy editor may need more time for a complicated book requiring research;
or the author may spend too much time reading the galley proofs; or the printer may be
having labor or equipment or delivery problems. Sometimes the list of hazards seems end-
less to the harassed managing editor. It is not an easy job, and it requires a general knowl-
edge of the entire business and an ability to deal with a variety of people at several different
levels.

Other editors. Below the editor-in-chief and the managing editor in the publishing hier-
archy come senior or sta ff editors, associate editors, and assistant editors, followed by ed-
itorial assistants , beginners whose duties are primarily administrative. The senior editor at
a major publishing company is a high-level editor who acquires titles and works on the man-
uscripts by editing content, although grammar and spelling may be edited by a copy editor.
The senior editor is the advocate for the book and the author from the initial acquisition
meeting until publication and even afterward.

Literary agents or authors submit manuscripts or proposals to acquisitions editors to
evaluate for publication. When a manuscript or proposal is considered acceptable for publi-
cation, the editor writes a proposal for it. He or she describes the book, tells something
about the author, the market, the competition, and offers the other editors an opinion of
the book and why it deserves publication. If the other acquisitions editors agree that the
proposed book is a good fit for the publishing house’s list, it is then moved forward for dis-
cussion at the editorial board meeting.

Editorial board meetings are usually held once a week. The publisher presides, and
the books that are up for acceptance are considered. By this time, the various proposals
have been read by all the others. Sales managers and publicity and promotion chiefs are in-
cluded in these conferences. The question of whether to accept a manuscript is argued, but

the process varies. In some houses, a majority vote to accept is required, although the
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publisher has the power to overrule the majority. In others, a single editor may take the
responsibility for acceptance on her or his own shoulders, even though others are opposed
to publication of the book. There are houses in which these editors are known as sponso-
ring editors.

The editor remains an integral part of the publishing process. In whatever framework
the editors operate, they must eventually come to a decision about whatever manuscript is
under consideration—whether to publish it. There is no magic formula involved in making
these decisions, and nothing anyone who aspires to be an editor can learn beforehand will
help, unless it is a wide acquaintance with books of all kinds. Only experience helps an edi-
tor estimate a book’s possible sales, and even then one will frequently be wrong. Often the
response is intuitive—a deep feeling that a book is good and worthy and needs to be pub-
lished. Sometimes it is a calculated response—the conviction that book of a certain kind, or
by a certain author, will have a profitable market. Occasionally (and more rarely, as time
goes on) the decision to publish is made because the editor believes that a book deserves to
be published for its literary merit, or in the public interest, whether it seems likely to
make any money or not. Every editor of integrity, and every reputable publishing house,
can point to selections made for this reason. The happiest circumstance for any editor, and
it does come about, is when a book published on literary merit alone also becomes a best-

seller.

¢ Vocabulary -3
acquaintance /o'kweintons/ m. a person’s knowledge or experience of something
Kbeeeee T R, B, AR
acquisition /izekwi'zifon/ n. buying or obtaining assets or objects #15%, 53|
administration /od;mini'streifon/ n. the process or activity of running a business, or-
ganization, etc. HH, &%, XA
appoint /2'point/ vt. assign a job or role to (someone) Ffr, BIR (THE, A
aspire /o'spais/ vi. direct one’s hopes or ambitions towards achieving something ¥,
52
bear /bea/ vt. be called by (a name or title) A (4, L&) WK
bestseller /'bestsela/ n. a book or other product that sells in very large numbers ¥+
bindery /'bainderi/ n. a workshop or factory in which books are bound (E+) 3T
board /bo:d/ n. a group of people constituted as the decision-making body of an organi-
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zation B2, HHEE

budgetary /'bad3itori/ adj. of an estimate of income and expenditure for a set period of
time A /Y

CEO abbr. Chief Executive Officer 14788, BEHMGTE

circumstance /'sokemstons/ n. a fact or condition connected with or relevant to an
event or action 33%, &, HH

compensation / kompen'seifon/n. something, typically money, awarded to someone
as a recompense for loss, injury, or suffering %M, WEfedy, BEfzs

continuity / konti'nju:iti/ n. a state of stability and the absence of disruption % &
), #&Fgk (D

contract /'kontrackt/ n. a written or spoken agreement, especially one concerning em-
ployment, sales, or tenancy, that is intended to be enforceable by law &%y, &H

cop /kop/ n. a police officer %2

copyedit /'kopiiedit/ v£. to correct and prepare (a manuscript, for example) for type-
setting and printing L F 4

corporate /'koperat/ adj. of or relating to a large company or group #LFK), HEAK

covet /'kavit/ vt. & vi. yearn to possess or have (something) ®3K; il

customarily /'kastomorsli/ adv. according to the customs or usual practices associated
with a particular society, place, or set of circumstances 2§ F, & E, #E#H

editorial /,edi'torrial/ adj. of or relating to the commissioning or preparing of material
for publication 4#iRi, FEHK

editor-in-chief n. 54548

emerge /i'mo:d3/ vi. move out of or away from something and come into view {{3; &
ih; B5%

estimate /'estimeit/ vt. & vi. roughly calculate or judge the value, number, quanti-
ty, or extent of fhit; PB4, VEAE

executive /ig'zekjutiv/ adj. having the power to put plans, actions, or laws into
effect UATHY, FTBUN; HITHAENK

financial /fai'nzenfal/adj. of or relating to finance WBA, SRR

formula /'formjula/ n. method, statement, or procedure for achieving something, es-
pecially reconciling different aims or positions £, R

galley proof /'geli pruf/ proof on a long slip of paper, before division into pages MR
S TTRIBERE; KERHE

general manager & 2 H

<
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hierarchy /'haisriaki/ n. a system or organization in which people or groups are
ranked one above the other according to status or authority 245 %l B

illustrate /'ilostreit/ vt. explain or make (something) clear by using examples,
charts, pictures, etc. %88, [EHH; B

innovation / inou'veifon/ n. the action or process of innovating 8%, #g, GIH

integral /'intigrol/ adj. having or containing all parts that are necessary to be com-
plete # BRI LT

integrity /in'tegriti/ n. the quality of being honest and having strong moral principles;
moral uprightness IF H; 3L, BE

intuitive /in'tjuiitiv/ adj. using or based on what one feels to be true even without
conscious reasoning; instinctive B, EEH AR

investment /in'vestment/ n. the action or process of investing money for profit or ma-
terial result %

manuscript /'manjuskript/ n. an author’s handwritten or typed text that has not yet
been published (MK HIEHD FER; TFH

merit /'merit/ n. the quality of being particularly good or worthy, especially so as to
deserve praise or reward K4k, L&

objective /ab'dzektiv/ n. a thing aimed at or sought; a goal H#x; BE

stock option /stok 'opJan/ a benefit in the form of an option given by a company to an
employee to buy a share in the company at a discount or at a stated fixed price (JBR) A%
AR, YA, BAE share option

overlap /iauvo'laep/ vt. & vi. extend over so as to cover partly 3 ER

overrule /,auva'ru:l/ vt. reject or disallow by exercising one’s superior authority %%,
#8, 164

partner /'pa:tna/ n. a person who takes part in an undertaking with another or others,
especially in a business or firm with shared risks and profits §fE#; B#H., 81kA

perk /pakk/ n. an advantage or benefit following from a job or situation ¥¥%k#F
B, R

preside /pri'zaid/ vi. be in the position of authority in a meeting or gathering F#f

principal /'prinsapal/ adj. first in order of importance; main &K ; FEH

promotion /pra'moufon/ n. the publicizing of a product, organization, to increase
sales or public awareness Bf&; HEH

publicity /pab'lisati/ n. the distribution of information about a product, person, or

company for advertising or promotional purposes &, AX
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publisher /'pablifs/ n. a company or person that prepares and issues books, journals,
or music for sale ML E: HIERE: it

route /ruit/ n. a way or course taken in getting from a starting point to a destination
B, Bk, BRER, BER

rung /rar/ n. a level in a hierarchical structure, especially a class or career structure
birkh, BAUMEE

sponsor /'sponsa/ vt. propose and organize #8), K&, FI

stand someone in good stead be advantageous or useful to someone over time or in the
future CRER) MFEANAFFLE, XHHEAF L

stock-holder n. %, BERAAN; AHMFAA

tenure /'tenjus/ n. the holding of an office (BR{y;, BUIGHBAZ. b ul Hfth % /=25 644)
RE

traffic /'traefik/ n. vehicles moving on a public highway WaIRIZEW/FT A, 3T

FFEBHBOERE, SARARERE>RERNXE. EANGFEMS, BEER
EEMARMEE, KPR CAKMBRE., FRMERE. £XEH, AT HRA AR
B, iR e . ORI R, Eit, S RA R RS TR E ST
. HEEMSHRA TR HRREERA LB EHH. FH H AR AR B A B
RUBHMAARAEHT . EXEFENMAHERZE HREMOKALERL, FHGEEK (8
., BRIITE) . BRE. HERE. RA%KE. Bi%E. HEGENMBBERS.
T B R AR 1986 4F 3 A 30 B M E CHREI A RBERTEHD HHLE,
MBS (FEXARRE BRE, BlHEE, ®BE. DEEB 4 F, HPHREBIPR
% .

1. publisher HiARAT. HEAWRBEIEA D, WHREDRIE. BEAR. HRER,
U S AR A—E, Ak, B8, 5RITES. HFET/ERFTRAR
BAMVHER, SOVKHER . TEAMSFETELEAR.

2. trade publishing KAKH iR, M RN —BIZH HBREH. XAMREMZEARL R
(academic publishing). ¥l H} (professional publishing) FKiRZAsH R (textbook pub-
lishing) #H371.,

9 <
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5L AEXT WA trade book JARE 45, trade publisher X AXE 45 HiIRAT .

3. editor-in-chief B4 . FHHBEMMEREFTERAFTHRTEOL S TE, 5
Faill, HERBEREMMLS TIE, MBKAH RSV SRE T RITHRE (execu-
tive editor) , ME/PRHARAI T, SHEBEHERESTIEHEN TIE. FrEEEN 58
FEMNTHEETERRFIW, REREEMBTIEER, FUMAMEER. RihADRES
%%, —BNE, SAEETERAEZERENGBRIERIERIIORIGTES. ERER
BEEMEES, QSRBATERTSRELRE;: ARARNEMLARA, Sa8llFEnE
BEYEICE MRTRRAE, HIECERERRN,

4. managing editor ST{EHE. HEEAFTBR. RERBLAEFEBRESRESE
HERER, EZBUWEHERZATRERE, ITIBREEREHR. RERENREHE
BASURGHAT I BR—AEREN B, MREAEETHEER, RIERER
MWL ERT A PBMER, EFAE. XF. SREIE.

5. ARG T % BB RS SR F 4 senior editor B2 4%t . associate editor
Bl%R%E . assistant editor BiFE455 F editorial assistant i35,

6. galley proof AR IHIRHE . KEBHE.

BB, /NEE. TR, KM, 406, RATHMAETT. BT AR, 1885 RENRI
HREE, BRI SEMETTE2SNaEEEER. BRMHILNZELZ EAEZHERER
R,

Bt RSO A B R AEHEA RIS AR, BibREE ARGRAHN, SEREEMR
TESEIRFIR AR,

INERGREES, FIRiEEE B EREBHBERMENAER P REEMNSR, 2F
A B SCRRRERR 48 /M

HRERA AKBMHMER, FRERBIHFER.

KEERURATEN B RgERE, TR, KESUEEH 8 E L8R . HAR
FEAE O AR BT I R SO AT B R A X, P B AR RS X S SR AR ICE R |

ARERE BT B, R ETRIVIEITERYLHR R A B HERS . FDRILA P BRAER
AR, ZIEEEAT LA EPLERRI T .

7. literary agent HHRZL A (WHRASUCEEA), 48 E 8 1E& i AR & al L
A NI GEELEERRNELZAN, FPEEIFRES HBMEROIS, ARG
—E R 2% . ‘

8. acquisitions editor 4. HAMME L IRIEERMITHELAITRE, ATFTEK
RAMW. FEREBHRNERAEE, AFAREERSEAMERERESTHRERE, B
IR TR .
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I . Reading Comprehension

1.

Which of the following functions does the publisher not perform?

A. Planning and development of publishing objectives.

B. Controlling the budget and finance of the house.

C. Evaluating the influence of giving a large advance on the capacity of attracting
authors.

D. Deciding on a merger with another competitor.

Which experience is a publisher most likely to have?

A. The experience of finance.

B. The experience of editing.

C. The experience of proofreading.

D. The experience of writing a book.

. What is the top position in the editorial department at a major publishing company?

A. Managing editor.

B. Executive editor.

C. Editor-in-chief.

D. Senior editor.

After the manuscript comes into a house, it is

A. proofread, copyedited and sent to the printer

B. discussed, approved and sent into production

C. read, approved, copyedited, and sent into production

D. read, copyedited, discussed and sent to the printer
Which is not the schedule involved after the manuscript is in house?
A. Editorial.

B. Typing.

C. Design.

D. Manufacturing.

For the production of a book, whose schedule is the busiest?
A. Managing editor.

B. Copy editor.



