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STATE HISTORICAL PUBLICATIONS ADMINISTRATOR

DESCRIPTION OF WORK

This is administrative work in developing and directing the archives and history program of historical
publications.
The employee is responsible for editing and publishing historical publications including the quarterly
North Carolina Historical Review, documentary volumes for each gubernatorial administration,
documentaries of prominent persons in North Carolina history, series of pamphlets designed primarily
for school children, and brochures and related maps and charts pertaining to historical sites. Work
includes supervision of a professional staff engaged in appraising and verifying articles, manuscripts,
and documents for publication. Work requires considerable contact with professors, author, editors,
reviewers, and the general public. The responsibility of developing special guides and manuals is
essential to ensure uniformity of style in printed materials and correspondence. Work requires a
knowledge of legal procedures for obtaining copyrights and also regulations regarding copyrights. Work
is performed under the administrative direction of the Director of Archives and History and is evaluated
through analysis of published materials, written reports, discussions, and conferences.

EXAMPLES OF DUTIES PERFORMED

Plans, coordinates, supervises, and participates in the work of professional employees engaged in
appraising and verifying articles, manuscripts, and documents submitted for publication.
Plans and assists in preparing guides such as footnote sample sheets, manuals for use in assuring
uniformity of style in correspondence and in printed materials.
Consults with college and university professors who edit and/or write books, pamphlets, articles, and
other materials for the department.
Reviews completed documents for accuracy and form adherence to departmental policies; also makes
suggestions as to needed changes and assists in resolving problems of unusual difficulty.
Plans for displays of publications at various meetings, such as annual sessions of the Literary and
Historical Association.
Represents the department at various functions and meetings; makes talks to clubs and other
organizations on work of the division in general and publications programs.
Edits and publishes the public addresses and papers of each Governor.
Writes book reviews in the field of North Carolina and Southern history.
Performs related duties as required.

RECRUITMENT STANDARDS

Knowledges, Skills, and Abilities

Thorough knowledge of North Carolina and American history.
Thorough knowledge of English grammar, composition, and style.
Thorough knowledge of the availability of repositories for original historic reference materials.
Thorough knowledge of printers' specifications and of the techniques of layout and format for books,
pamphlets, brochures, and related historical documents.
Thorough knowledge of the legal procedures for obtaining copyrights and also regulations regarding
copyrights.
Ability to assign and direct the activities of subordinate personnel engaged in publications and editorial
work.
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Ability to establish and maintain effective working relationships with departmental personnel, authors,
and the general public.

Minimum Education and Experience

A master's degree in history, English, or a related social science and three years of responsible
experience in editing historical materials, including two years in an advanced or supervisory capacity; or
an equivalent combination of education and experience.


