Writer/Editor — Boston or Washington, D. C. area

Advocates for Human Potential, Inc. (AHP), www.ahpnet.com, is a fast-growing research and consulting
firm that specializes in changing, realigning, and improving organizational systems in health and human
services. Founded in 1980, the company offers research and evaluation; technical assistance and training;
system and program development, including strategic planning and information management; and resource
development and dissemination, in core content areas. These areas include mental health policy and
services, substance abuse treatment and prevention, co-occurring disorders, workforce development,
electronic medical records, homelessness, housing, employment program development, trauma, domestic
violence, and criminal justice. Company services focus on the needs of people with disabilities and
disadvantages for full community integration, including regular housing and employment.

The writer/editor will:

1. Original writing — includes obtaining background resource materials, analyzing and synthesizing
information, and developing new text

2. Substantive editing - includes rewriting existing text, reworking the organizational structure of
documents, restructuring awkward sentences and paragraphs, and copyediting

3. Copy editing - includes reviewing existing text for errors of spelling, grammar, punctuation, and
usage; ensuring consistency of style throughout the document; and ensuring consistency with
editorial style guides

4. Proofreading - involves a final review of a previously edited document, checking for errors and
inconsistencies related to spelling, grammar, punctuation, and usage

5. Reference checking - ensuring accuracy of citations, references, and bibliographic sources in all
documentation

6. Follow all editorial and document production quality assurance policies and procedures — for all
documents, client deliverables, proposals, and Web sites

Qualifications:

= BA/BS degree in English or related field

= 5+ years relevant experience or a compatible combination of education and experience

* Demonstrated appropriate interpersonal, communication and organizational skills, which have
resulted in effective team membership.

*  Ability to handle multiple projects involving numerous changes simultaneously

* Demonstrated ability to work with internal and/or external clients and provide required services.

* Proven skills in the effective use of information technology, including (word-processing,
spreadsheet, database, PowerPoint, etc.)

= Ability to work under pressure and tight deadlines

This position will be located in Sudbury, Ma. (Boston area) or Germantown, Md. (Washington, D.C. area).
Competitive salary and attractive benefits package. Qualified individuals please email resume and cover
letter to sudbury-ta@ahpnet.com. AHP is an equal opportunity employer.


http://www.ahpnet.com/
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