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Junior Editor 

PAI Consulting, a 100-percent woman-owned small business that provides aviation and 

regulatory support to Government and industry, is seeking a full-time Junior Editor for its 

Fairfax, Virginia office.   

 

Summary Description: 

A junior editor provides editing support with guidance, mentorship, and/or supervision.  Formats and 

edits documents in accordance with Government Printing Office (GPO) Style Manual, PAI, and 

other client style guides.  A junior editor supports PAI contract tasks by providing intermediate 

level editing knowledge by performing the following duties and responsibilities with guidance, 

mentorship, and/or supervision:  
 

1. Edits documents for style, grammar, spelling, punctuation, and readability. 

2. Edits documents for compliance with GPO, PAI, or other client style guides. 

3. Shares editing and grammar knowledge and experience with other employees to support 

PAI contract tasks. 

4. Continues to gain the knowledge required to perform tasks, including relevant editing, 

grammar, aviation, and other knowledge. 

5. Travels locally to pick up and drop off client materials. 

6. Travels locally and long-distance, when required, to attend client meetings, conferences, 

trade shows, or other events. 
 

Qualifications: 

Required— 

 U.S. citizenship.  

 A bachelor’s degree in English, Communications, or a related field from an accredited 4-year 

college or university and less than 2 years of related experience, or an equivalent combination of 

education and experience. 

 Research and oral and written communication skills. 

 Analytical aptitude. 

 Proficiency in using Microsoft Office products. 

 Strong time management skills. 

 

Preferred— 

 Aviation experience is desired but not required. 

 Experience using GPO and the Federal Register Document Drafting Handbook is desired but 

not required.  

 Professional social networking experience is desired but not required. 

 

Qualified candidates must be detail-oriented with the ability to multitask and will be required to 

demonstrate editing and/or writing ability.  Salary is dependent on the level of experience.  Employment 

is contingent on passing the applicable Federal Aviation Administration contractor background 

investigation and receiving an interim and/or final suitability determination. 
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Please e-mail a cover letter and résumé, including salary requirements, to Jeff Hayes at 

JeffHayes@paiconsulting.com.  Résumés unaccompanied by a cover letter will not be considered. 

No phone calls please. 

PAI Consulting is an Equal Opportunity Employer that will consider all qualified applicants 

regardless of race, color, religion, sex, marital status, age, disability, or national origin. We 

participate in e-Verify, have nonsmoking offices, and are a drug-free company.  

  


