
 
 

 
 
 
 
TITLE: Assistant Production Editor 
 
DEPARTMENT: Publishing 
 
SUPERVISOR: Jeffrey Cole, Director of Publishing 
 
 
 
 
COMPANY INFORMATION  
 
Mission: The mission of the Augustine Institute is to serve the formation of Catholics 
for the New Evangelization. Through our academic and parish programs, we equip 
Catholics intellectually, spiritually, and pastorally to renew the Church and transform 
the world for Christ. 
 
History: In 2005, as a response to the call of Pope St. John Paul II, Catholic scholars 
established in Denver a graduate school dedicated to transforming Catholic education 
for the New Evangelization. Since then, the Augustine Institute has become the fastest 
growing Catholic graduate school in the United States, training our students to proclaim 
the Gospel with new “ardor, methods, and expression,” as Pope St. John Paul II insisted. 
What began as a graduate school has quickly expanded into a multi-faceted institute 
providing strategic, disciple-based parish programming and leadership formation to 
dioceses and parishes across America.  
 
In July 2015, the Augustine Institute and its partners launched FORMED.org, an on-line 
program that makes available the best Catholic content from the Augustine Institute, St. 
Paul Center, Marian Fathers, Lighthouse Catholic Media, Ignatius Press, and Word on 
Fire. 
 
In November 2015, the Augustine Institute entered into a partial merger with 
Lighthouse Catholic Media in which the Augustine Institute acquired the Lighthouse 
parish kiosk program, including what is now known as the Lighthouse Talks CD 
program and the Ignatius Press-Augustine Institute Joint Publishing Venture. 
  



 
JOB DESCRIPTION 
 
We are seeking a passionate and talented professional to join our publishing team and 
help us reach and transform the world through the publication of Catholic books.  
 
The Assistant Production Editor is responsible for collaboratively working with the 
entire publishing team to assist in all aspects of editorial projects.  
 
The position includes, but is not limited to, the following responsibilities: 
 

• Actively participate in a culture of excellence, innovation, humility, and 
camaraderie that embraces the overall philosophy and culture of the Augustine 
Institute. 

 
• Work in active collaboration with the Director of Publishing and Production 

Editor in all aspects of publishing projects at the AI. 
 

• Research and draft new material. 
 

• Prepare, rewrite, edit, and abridge copy to improve readability of manuscripts.  
 

• Read copy or proof to detect and correct errors in spelling, punctuation, and 
syntax in order to conform manuscripts to the Chicago Manual of Style, in-house 
style guides, editorial policy, and publishing requirements. 
 

• Fact check manuscripts using standard reference sources. 
 

• Review manuscripts for conformity to the Catholic Faith. 
 

• Review and approve proofs prior to printing. 
 
• Review submissions and prepare written reviews.  

 
• Participate in daily and weekly team meetings. 

 
 
QUALIFICATIONS 

 
• Very strong writing and communication skills. 

 
• Strong organizational and managerial skills. 

 
• Expert knowledge of English grammar. 

 
• Expert knowledge of the Chicago Manual of Style. 

 



• Applicable college degree or professional editorial experience is preferred. 
 

• High attention to detail and ability to work with minimal supervision. 
 

• Must be reliable and work collaboratively to achieve results. 
 

• Able to manage time and projects according to priority and deadline. 
 

• Maintains open communication, with a comfort level to address any manner of 
issues with the Director of Publishing and Production Manager. 

 
• Proficiency in common office tools and technology such as the Microsoft Suite, 

Google Drive and Calendar, Project Management Software, Adobe InDesign, and 
more. 
 

• The ability to typeset documents in Adobe InDesign and prepare e-book versions 
of published works is desirable. 

 
 

 
FOR MORE INFORMATION 
 
For more information, please contact: 
 

Jeffrey Cole 
jeff.cole@augustineinstitute.org 
630-246-2843 


