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Managing Editor  
 

The Lehigh Valley Planning Commission/Lehigh Valley Transportation Study (LVPC) is hiring a Managing 

Editor to help manage the workflow, resource allocation and to maintain the high quality of the 

organization’s work products.  The demand for LVPC services, as well as, content of the work has 

significantly evolved over the last several years.  In order to respond to the growing demand and changing 

needs of the community we are seeking a team member to plan, allocate resources, review, and revise 

content for publication and distribution.  The Managing Editor will also, assist the Planning Team in writing 

content for publication on websites, in print, e-news, social media, blogs, presentations, among other 

communication platforms.        

The ideal candidate will be an experienced professional who demonstrates the ability to understand and 

appreciate the complex social, economic and environmental factors that sustain the Lehigh Valley 

community.  He/she will be an empowering manager who can effectively foster cohesiveness across 

functions, sections and the organization as a whole.  An adept relationship builder, the ideal candidate will 

also have extensive experience interacting with a highly engaged community.   

      

ABOUT THE LEHIGH VALLEY PLANNING COMMISSION, TRANSPORTATION STUDY + REGION 

The Lehigh Valley Planning Commission is the official planning commission for Pennsylvania’s Lehigh and 

Northampton Counties and the third most populated region in the Commonwealth.  The LVPC also, serves 

as the Metropolitan Planning Organization, or transportation and infrastructure planning agency for the same 

areas.  The Lehigh Valley is strategically located on the eastern border of Pennsylvania, north of the 

Philadelphia region and west of the New York-New Jersey metropolitan statistical area.  The fastest growing 

region in the Commonwealth, the Lehigh Valley is known for a high quality of life, recreational and cultural 

amenities, as well as, its variety of housing and communities from rural to urban.  The region is unique, in that 

it is home to three cities and 59 other communities including dense urbanized cities and boroughs, old and 

new suburbs, cross-roads villages and rural landscapes. 

CURRENT LVPC PROJECTS 

The LVPC work program includes the overhaul and modernization of the Regional Comprehensive Plan, 

creation of a new Lehigh County Parks, Recreation and Open Space Plan, Monocacy Creek Stormwater 

Management Plan update, green infrastructure guidelines, first ever regional bicycle and pedestrian 

masterplan, three multi-municipal community comprehensive plans, among the growth and expansion of 

online data and community outreach initiatives.  
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JOB DESCRIPTION  

Job Title: Managing Editor 

Salary Range: $63,000 – 102,000 per annum 

Responsibility and Reporting to: Executive Director  

Location: 961 Marcon Boulevard, Suite 310, Allentown, Pennsylvania  

Key Tasks and Responsibilities:  

 Coordinates the many plan, project, and media aspects of the LVPC work plan to ensure 
publications are delivered on schedule  

 Manages the publication aspects of the LVPC work plan by determining and managing 
processes. 

 Advises the Director of Administration and Executive Director on budgets and staffing, to 
keep all the moving parts going toward the goal of producing publications and distributing 
information 

 Coordinates the production schedule for publications and post-publication promotions, 
coordinating with all the key positions (researchers, writers, photographers, geographers and 
the graphic designer) to determine the dates and sequence of each stage of production  

 Plans for minimal overlap in deadlines to ensure the best results for each player and each 
production stage 

 Determines content for each publication along with the Executive Director and Senior Staff; 
oversees and manages the coordination of that content and the editing process 

 Leads publication storyboard/project meetings 

 Makes assignments for visuals and content and communicates the assignment parameters 
and deadlines while serving as a resource for questions along the way  

 Serves as the copy editor and reads content, corrects for errors in spelling, punctuation, and 
grammar 

 Writes and rewrites copy to make it easier for readers to understand; suggests changes to 
Planning Team to improve clarity and accuracy 

 Verifies facts 

 Ensures Planning Team assignment loads are workable and works with the Planning Team 
to help their ideas and work succeed 

 Mentors and coaches Planning Team, supporting an environment of learning and innovation 

 Plans, manages and contributes content for digital media and publications in partnership 
with the Associate Director of Development, Graphics and Publications Coordinator and 
Executive Director   

 Develops auxiliary stories and content along with the Associate Director of Development for 
publication online and on social media platforms 

 Advises the Graphics and Publications Coordinator to allocate space for text, photos, and 
illustrations that make up a publication 

 Works with the Graphics and Publications Coordinator and Project Staff to prioritize and 
develop content for infographics, interactive map/text applications online, etc.    

 Approves final versions submitted by the Project Staff and works with Senior Staff and the 
Executive Director to complete projects  

 Organizes the annual publication/project development and storyboard process to ensure that 
the Planning Team is collaborating and developing product towards publication goals     

 Ensures accurate and consistent information is shared with the public through LVPC 
publications, online and on social media 

 Collaborates with the Transportation, Environmental, Community Planning and Administrative 
Sections of the LVPC, as well as, the Lehigh Valley Transportation Study Technical and 
Coordinating Committees and Lehigh Valley Planning Commissioners to further the mission of 
the organization     
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 Collaborates with Lehigh County, Northampton County, Lehigh Valley communities and other 
organizations to further LVPC objectives  

 Represents the Executive Director at meetings or on projects, as needed 

 Other duties as assigned  
 

Qualifications and Experience  

 Bachelor’s degree in journalism or closely related discipline and experience required 

 At least fifteen (15) years of increasingly responsible experience in journalism including as an editor 

 Experience with electronic publishing, graphics, Web design, and/or multimedia production is 

important; mass media, cross media, web and/or social media production preferred  

 Must have basic knowledge of planning and government.  Experience working with, reporting on 

or for local, county or regional government preferred 

 Demonstrated ability to work within and contribute to a team structure 

 Demonstrated ability to work with diverse groups of people and in diverse environments 

 Possess or immediately obtain a Pennsylvania driver’s license  

 Information Technology literacy in standard industry software including: 

o Microsoft Office; Word is essential  

o Social Media; Facebook and Twitter are essential  

o Website management and/or production is preferred 

 Must be creative, curious, and knowledgeable in a broad range of topics 

 Must be detail oriented  

 Exceptional verbal and written communication skills  

 Refined organizational skills, including time-management abilities  

How to Apply:  

Only e-mail submissions to Erin Willis, Executive Secretary, ewillis@lvpc.org, will be accepted and 

must include: 

a. Current resume detailing your education and experience 

b. Letter of interest describing how you meet the qualifications for this position and why you would 

like to be considered 

c. Two writing samples  

d. One ‘before and after’ of a story, document or publication that you have edited 

e. Minimum of three (3) references with names, address, telephone number, e-mail and relationship 

information for each person    

Application materials must be received by 5:00 PM Eastern Standard Time on July 7, 2017. 

Lehigh Valley Planning Commission/Lehigh Valley Transportation Study is an equal opportunity employer.  

Persons with a disability who need assistance with their application or that need this announcement in an 

alternative format, may call (610) 264-4544.  


