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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD #
	JD00382

	Pay Grade:
	6

	Title:
	Custom Publishing Assistant

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	The Custom Publishing Assistant is responsible for securing copyright permissions in compliance with established copyright policies for custom published works sold through the University.  Provides information to the University community as it pertains to custom publishing options and procedures.


	Purpose and Key Functions:
	· Provide information and advice to faculty and departmental coordinators as it pertains to the copyright process, costs, and options available for custom publications.

· Process faculty submissions ensuring that detailed instructions for all stages of courseware production are documented and followed.

· Organize the proofing process with faculty members, ensuring that any revisions are completed and that the printing staff receive detailed instructions for all revisions.

· Research originating documents using various search tools.

· Assess custom publications for copyrighted materials and identify materials covered by various copyright agreements and seek permissions for materials not covered under existing copyright agreements.

· Deal directly with copyright clearance organizations to clear copyright within established guidelines. 

· Negotiate with Canadian and international publishers and individual copyright holders to determine copyright and royalty fees.

· Input data and update databases containing information pertinent to the custom publishing department.

· Create copyright request documents in which phrasing must be detailed, complete, and accurate using established templates.

· Coordinate, prepare, and perform merchandise transfers between stores, ensuring transfers are tracked accordingly.

· Organize overstock of custom publications and update for use in future terms.

· Prepare merchandise for inventory and perform inventory tasks as required.

· Perform customer service tasks including, but not limited to product returns, defective product exchanges, rain checks, book clubs, and buybacks.



	Supervision:
	

	Requirements:
	· 2 year Community College diploma in any related field.

· Requires 3 years of relevant experience.

	Assets:
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	Additional Information:
	     


