NCVER POSITION PROFILEPRIVATE 

	POSITION: Publications Coordinator

IDENTIFIER:
MSPC


	BRANCH: Marketing Services
   REPORTS TO:  Manager, Marketing Services 


	CURRENT OCCUPANT:
vacant
EMPLOYMENT PERIOD:
fixed term contract (until end March 2013)


	SALARY LEVEL: Band 2 


SALARY RANGE: $60,000-$75,000 fte


	TIME ALLOCATION:  Full-time or 0.8 fte (4 days) will be considered


	JOB DESCRIPTION:
The Publications Coordinator is part of a team who work together to prepare publications and other materials to a standard which reflect the quality and timeliness required by NCVER.  The role involves undertaking graphic design, formatting, editing, proofing, print and web format preparation of publications and other products as well as coordinating contractors to undertake this work. The role also involves interpreting technical reports into concise and clearly written editorial for use in NCVER's dissemination of research and data and other general promotional writing tasks. The coordinator will need excellent interpersonal skills in dealing with internal and external clients such as authors and for managing contractors such as printers, editors and designers. The coordinator will have a good knowledge of commercial print management and web publishing techniques. The coordinator will have excellent project management, design, administrative, time management and writing skills.


	MAIN TASKS AND RESPONSIBILITIES:
1. Work as part of a team to undertake all facets of the preparation of publications and other materials for publishing including:

· Job assessment and client and author liaison;

· Liaison with, and management of, contractors to meet required standards and budgets, including, editing, formatting, graphic design, printing, word processing, photography and others as required;

· Undertake graphic design, proof reading, editing, formatting of publications, documents and promotional material;
· Produce final publications in format ready for web publishing;
· Keep relevant workflow, content management systems, customer databases and archiving up to date;

· Coordinate the delivery, storage, notification protocols and distribution of assigned publications.

2. Ensure consistency of corporate brand where it relates to style and design, and provide advice on matters relating to design.
3. Contribute to the enhancement of policies and procedures for publication production and continuous improvement of publishing systems.

4. Interpret research and statistical reports into concise, timely and clearly written editorial for the target audience for use in dissemination programs.

5. To write text for promotional material as requested.

6. Develop and maintain good relations with internal and external clients and contractors in order to maintain a positive image of NCVER.

7. Other relevant Marketing tasks as required.


	KNOWLEDGE, SKILLS AND EXPERIENCE:
Essential:
1. Significant experience in all facets of publication production and promotional materials such as client liaison, managing contractors, design, formatting, editing, proofing, print management and production in web formats.

2. Excellent and demonstrated organisational, project management, administrative and time management skills including the ability to respond appropriately to the demands of a dynamic working environment, prioritise tasks, pay close attention to detail and maintain deadlines under pressure.

3. Demonstrated graphic design skills including the ability to design publications, promotional material and presentations, and develop templates and style guides.

4. Demonstrated writing and editing skills, in particular the ability to interpret complex technical material into concise and clearly written editorial for a general readership and creative writing for use in promotional material and communications within a short timeframe.

5. Demonstrated knowledge of commercial print management and web publishing techniques including accessibility standards.
6. Self-management, enthusiasm and initiative, the ability to develop sound working relationships with people both internal and external to NCVER, and at all levels, and the ability and readiness to work as part of a team and to support other team members in times of heavy workloads.

7. Ability to identify problems, analyse information and provide appropriate solutions.

8. Good computer skills in the following: Adobe Creative Suite, MS Word, MS Excel, MS Powerpoint, and the ability to work with web CMS.
9. Understanding of style and typographic conventions, proofreading marks and experience in proof reading and amending of documents including on screen.

10. Maintaining required quality standards, records and procedures.

11. A degree in a relevant discipline together with a sound understanding of and experience with current design and online publishing standards and software.


	UPDATED:  February 2012



REVIEW DATE: Annually


	APPROVED:
Tom Karmel. Managing Director
DATE:  


	COMMENTS:
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