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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD #
	JD00386

	Pay Grade:
	8

	Title:
	Custom Publishing Coordinator

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	The Custom Printing Coordinator is responsible for working with and providing guidance to internal and external partners in the creation of custom publications while ensuring the integrity of the copyright contained within the works.  Oversees the efficient operation of the custom publishing department including, but not limited to, the accurate clearance and reporting of copyright, administration of royalties, and coordination of various retail aspects of custom published works.

	Purpose and Key Functions:
	· Negotiate with Canadian and international publishers and individual copyright holders to determine copyright and royalty fees.

· Administer royalty payments to copyright holders in accordance with established agreements and negotiated contracts.

· Interpret copyright licenses and contracts ensuring all rights, responsibilities, and obligations are fulfilled in relation to intellectual property and the payment of royalties.

· Monitor intellectual property licenses and contracts entered into by the department to ensure all legal obligations are met.

· Maintain electronic files necessary for the timely and accurate payment of royalties to publishers and faculty.

· Complete audits of the copyright royalty report ensuring the accuracy of the report's data which includes, but is not limited to, sales data, prices, returns, and shrinkage.

· Manage the obligations, timelines, and parameters outlined in various copyright agreements.

· Establish departmental procedures and work flow documents.

· Write and develop copyright process training materials.

· Oversee the copyright clearance and tracking process.

· Develop estimates of time and resources for a variety of events and activities.

· Oversee the processing of custom publication orders from initial submission to final sale of goods.

· Compile and analyze data at the end of each term as it pertains to the custom publishing process.

· Produce reports used to analyze courseware production and forecast for future production runs.

· Maintain accurate records of copyright clearance documents in accordance with established policies.

· Oversee the submission process for custom publications, ensuring that detailed instructions for all stages of production are documented and followed.

· Set production timelines to ensure that custom course materials are prepared on schedule.

· Calculate copyright and production costs and establish selling prices of custom published materials.

· Liaise with system vendors to suggest improvements to software and notify of any system issues. 

· Research copyright sources as required.

· Ensure the proper opening and closing of the store as per the established departmental policies and procedures.

· Perform cashiering duties as required.

	Supervision:
	Provide lead hand supervision and is responsible for the quality and quantity of work of others.

	Requirements:
	2 year Community College diploma in Business Administration, or related field.

Requires 4 years of relevant experience.

	Assets:
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	Additional Information:
	     


