
Editorial Assistant 
 
Position Summary  
Family Features Editorial Syndicate, an established and innovative PR services company, is seeking an 
Editorial Assistant to join our creative team. Family Features offers a friendly, family-oriented working 
environment, competitive salary and generous benefits package. If you’re looking to expand your 
experience and talents with an industry leader, this is an excellent opportunity.

The ideal candidate will be detail-oriented and have copy editing and proofreading skills, proficiency 
in grammar and AP style, basic skills in Adobe applications and an ability to prioritize multiple 
assignments in a fast-paced, deadline-driven environment. This person should work well in a client-
focused and collaborative team environment. This position reports to the Production Manager.

 
Desired Skills

• Bachelor’s degree in Communications, English, Journalism or related field is preferred
• Writing, copy editing and proofreading skills
• Proficiency in grammar and AP style
• Must take direction and assert ideas quickly, and  integrate constructive criticism
• Must have superior attention to detail, ability to work under deadlines, and demonstrate 

flexibility and skill moving between multiple assignments
• Able to work well with others in a collaborative role
• Exceptional organizational and time management skills
• Experience working in MS Office, especially Outlook and Word
• Experience working in design software, including Photoshop and InDesign a plus

Duties

• Print and online product design and production
• Assist in proofing and revisions of copy
• Editing of marketing and promotional materials
• Spec layout proofing
• Review images for size, quality and editorial appeal; editing photos, if necessary
• Conduct photo searches
• Design and develop print and online content using various systems and technologies
• Contribute to creative direction by participating in client calls, contributing content ideas, etc.

Interested candidates: please send cover letter, resume and salary requirements to  
careers@familyfeatures.com. Please note, only candidates selected for an interview will be 
contacted.



About Family Features

Family Features Editorial Syndicate is an industry leader in the creation and distribution of syndicated 
food and lifestyle content, reaching millions of readers through an exclusive network of newspaper, 
magazine and online partners. Our clients include Fortune 500 companies, national commodity 
boards and associations, and their advertising and public relations agencies. For more information 
about Family Features, visit familyfeatures.com.


