PHASE II International is a full service medical marketing agency.  We are currently expanding our editorial team and welcome applications from medical writers seeking opportunities to continue their career development. 
Editorial Project Executive

In this role, you will manage the development and writing of components of assigned accounts. This responsibility covers editorial activities from concept to delivery on single items and complete programs, including publications strategy/planning, as well as the origination and development of manuscripts, slide kits, monographs, newsletters and congress/exhibit materials.  
You will be confident in defining and maintaining editorial strategy and scientific quality control, as well as delivering project outputs on schedule and within budget. The role also involves management, supervision and mentoring within our editorial team.
You will also contribute to new business development both through identifying opportunities to expand existing accounts and by providing input for pitches and proposals for new accounts and projects.

Key responsibilities: 

· Project Management/Quality Control
· Account Development/Strategic Input
· Writing/Editing
· Communication
· Budgeting 

Qualifications/experience: 

· Life sciences BSc or equivalent; higher degree is preferred
· Experience in preparing manuscripts, abstracts and presentations using trial/study reports and NDA/EMEA documentation
· Project management skills, in particular publications or medical communications programs
· Good communication/interpersonal skills and aptitude for people management
· Commercial awareness and the ability to translate this into strategies for clients’ products
· Ability to interpret data accurately

· Demonstrated ability to identify and meet client needs 
· Computer literacy, familiarity with bibliographic tools

· Willingness to attend client meetings, international congresses, etc.
· Knowledge of current regulations governing pharmaceutical marketing and CME activities is useful
Editorial Assistant

In this role, you will provide essential support for the editorial department and will gain experience through involvement in a variety of medical marketing projects.
Key responsibilities: 

· Proof-reading, styling and copy-editing
· Liaison with PHASE II studio for production of typeset material including proof-reading, style, consideration of layout, colour and format issues
· Liaison with external contacts on behalf of Medical Writers and Editors
· Tracking progress of projects, providing internal and external updates 
· Liaison with team members

· Support administrative tasks (e.g. data searches, reference ordering, obtaining copyright permissions, maintaining team filing systems)
· Writing projects as appropriate, e.g. biographies, minutes, correspondence, etc.
· Assist in the co-ordinating of publications 
· Participation in internal/external meetings relating to ongoing projects

Qualifications/Experience:
· Ability to work as part of a team and on own initiative
· Attention to detail
· Ability to multitask and prioritise tasks
· Excellent word-processing and copy-editing skills (grammar, style considerations – adherence to PHASE II house style and client’s style preferences)
· Proficient in common software (e.g. Word, PowerPoint, Excel)
· Flexibility in performing a variety of tasks – from administrative duties to more complex projects
· Scientific/medical background or interest is desirable

· Previous communications agency or healthcare company experience is an advantage
Commitment to continuing personal development is welcomed and development opportunities within the company are supported.

To apply: Send a CV and covering letter to HR Director, PHASE II International, pharmawork House, Thames Mews, Portsmouth Road, Esher, Surrey, KT10 9AD

United Kingdom; or electronically to cf@phase-ii.com (http://www.phase-ii.co.uk)

