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Production Manager: Books
Role summary for potential applicants 
	Advertised Job Title:
	Production Manager: Books – Part-time

	Reference Number:
	56091

	Classification:
	CSOF4

	Salary Range:
	AU $80k to AU $91k per annum, plus up to 15.4% superannuation 
(pro-rata for part-time)

	Location:
	Clayton (Melbourne) Victoria

	Tenure:
	Indefinite – Part-time (0.8 FTE)

	Relocation assistance:
	Will be provided to the successful candidate if required.

	Applications are open to:
	 FORMCHECKBOX 
  Australian Citizens Only

 FORMCHECKBOX 
  Australian/New Zealand Citizens and Australian Permanent Residents Only

·  FORMCHECKBOX 
  All Candidates

	Functional Area:
	Communication and Information

	% Client Focus - Internal:
	50%

	% Client Focus - External:
	50%

	Reports to the:
	Production Manager

	Number of Direct Reports:
	1


	Role Overview:

	The Production Manager: Books in CSIRO Publishing will lead a small team and produce allocated titles, ensuring all titles on the list (in both print and digital formats) are produced to our quality standards, within budget, to schedule and following our procurement guidelines. 
The position is offered on a part-time basis at 0.8 FTE (29.4 hours/4 days per week).


	Duties and Key Result Areas:

	· Oversee and manage a small book production team to deliver titles to agreed schedules, budgets and quality standards.
· Strive for continuous improvement of existing production systems, and provide transparent administration. 
· Ensure stakeholders are kept informed of progress and developments in production.
· Under direction of the Production Manager help to lead changes in production processes, workflows, uptake of new technologies and implementation of efficiencies as required to meet market demands.  

· Advise the Production Manager / Business on new production technologies and developments relevant to the business.
· Run fortnightly Production meetings and communicate work-in-progress to sales, marketing, customer service and publishers on a regular basis.
· Prepare costing estimates for all proposed titles, including updates and effective cost management from conception through to final stock delivery.
· Work closely with the Editorial Manager in regard to schedules, ensuring adherence to confidently and alerting appropriate staff to potential delays and issues.
· Manage the status and workflows according to schedules and budgets, regularly updating in-house production system so status of titles is always current.
· Consider and discuss ideal production specifications and print methods to Publishing for all titles – Conventional, Digital/short run, print on demand
· Ensure all artwork is in suitable formats for optimum print/web reproduction and perform administrative tasks including purchase order creation.
· Deliver published products to agreed digital and print standards including appropriate product metadata and digital links.
· Follow print production process from manuscript in, through to delivery into our warehouse or third party warehouses.
· Follow digital production process including managing the creation of ePubs, full text PDFs and chapter by chapter PDFs via XML workflow and maintain electronic archives for allocated titles.
· Be responsive, a self-starter, and use initiative in trying creative ways to deal with inevitable production issues and opportunities
· Communicate effectively and respectfully with all staff, clients and suppliers in the interests of good business practice, collaboration and enhancement of CSIRO’s reputation.

· Work collaboratively with colleagues within your team, the business unit and across CSIRO, to reach objectives.

· Adhere to the spirit and practice of CSIRO’s Values, Health, Safety and Environment plans and policies, Diversity initiatives and Zero Harm goals.

· Other duties as directed.


	Selection Criteria:

	Under CSIRO policy only those who meet all essential criteria can be appointed

Pre-Requisites:
1. Education/Qualifications/Experience: Demonstrated knowledge of the book production process gained from significant experience (~5 or more years) in a relevant environment, in particular managing frontlist titles in a production team.  Successful completion of a Publishing course is not essential but may be advantageous in this role.
2. Behaviours:  A history of professional and respectful behaviours and attitudes in a collaborative environment.
3. Communication:  Excellent communication and negotiation skills with demonstrated ability to liaise effectively with a wide range of people including authors, freelance editors, typesetting and printing suppliers, and in-house staff.
Essential Criteria:

1. Problem Solving: Proven ability in investigating underlying issues of complex and ill-defined problems and developing appropriate responses by adapting/creating and testing alternative solutions.

2. Adaptability: Proven experience in adapting to changing circumstances and new responsibilities in the interests of achieving team objectives, including the ability to cope with ambiguity or situations that lack clarity.
3. Teamwork: Demonstrated ability to work successfully in a team environment, proactively collaborating, consulting and sharing resources, plus the ability to effectively interact with industry colleagues and customers.

4. Resource Management: The ability to allocate activities, direct tasks and effectively manage budgets and resources.
5. Leadership: Demonstrated ability to mentor staff, provide coaching and on-the-job training, recognise and support staff achievements and foster open communication in the team. 
6. Technical experience:  Experience using both conventional and digital print production methods, as well as producing digital products, and the willingness to keep up-to-date with new technologies that may be appropriate for the business.
7. Technical skills: Sound working knowledge of Microsoft products (Word, Excel, Outlook). 
Desirable Criteria:

1. Sound working knowledge of Adobe Suite (InDesign, Photoshop, Illustrator, Acrobat) software. 
2. An understanding of XML workflow. 
As Australia’s Innovation Catalyst, CSIRO has strategic actions underpinned by behaviours aligned to:

· Excellent science

· Inclusion, trust & respect

· Health, safety & environment 

· Delivery on commitments.

In your application and at interview you will need to demonstrate alignment with these behaviours.


	Other Information:

	How to Apply

Please apply for this position online at https://jobs.csiro.au/ and enter requisition number 56091.  Internal applicants please apply via ‘Jobs Central’ in SAP (click ‘Recruitment’).
Please load your CV and a brief cover letter outlining your interest in the role and your motivations for applying (Maximum 2MB). At the end of the online application process, you will also be required to respond to some screening questions.  Where text responses are required, to avoid being timed out of the system we recommend that you prepare your responses offline and paste them into the appropriate spot prior to submitting your application.

If you experience difficulties applying online call 1300 984 220 for assistance.  Outside Australian business hours please email:   csiro-careers@csiro.au.
Referees:  If you do not already have the names and contact details of two previous supervisors or academic/ professional referees included in your resume/CV please add these before uploading your CV.

Contact:  If after reading the selection documentation you require further information please contact:

Ms Carmen De La Rue via email: Carmen.Delarue@csiro.au 
Please do not email your application directly to Ms De La Rue.   Applications received via this method will not be considered.

About CSIRO

Australia is founding its future on science and innovation. Its national science agency, the Commonwealth Scientific and Industrial Research Organisation (CSIRO) is a powerhouse of ideas, technologies and skills for building prosperity, growth, health and sustainability. It serves governments, industries, business and communities across the nation. 

Find out more! www.csiro.au.  

CSIRO Publishing is an independent science and technology publisher of books, journals and magazines with a strong emphasis on digital publishing. The business unit is owned by and operates within CSIRO on a commercial basis with its viability dependent on the capacity to generate revenue and sufficient return on investment. 


