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JOB DESCRIPTION

	


Name:


TBC

Job title:

Production Controller – School (Secondary)
Date:


TBA
Department:

Media Production - GPMS

Reports to:

Team Lead – School Production (Primary and Secondary)
Basic purpose:

To project manage the production of selected Cengage Learning Australia Secondary titles (front-list) by ensuring that costings and schedules are delivered within budget and on time.

To provide support to the Team Lead – School Production and Production Controllers; as needed.

Principal accountabilities:

	Key Outcome and Area
	% of Total Job


	Objectives and Tasks
	Core Competencies
	Standards

	Production and schedules
	40%
	· For each project, create production schedules, based on benchmark timelines, liaising with the editorial and publishing departments.
· Maintain and update these schedules accurately according to the agreed timeframes.
· To ensure that corrections are taken in by our preferred vendor, and by liaising with the editorial department to ensure that they are correct.

· Set up new titles in Bookmaster and FileMaker Pro, along with relevant costings and schedules
· Process invoices, raise print orders and deliver press-ready files to printers
· Any other duties as directed


	· Excellent written and verbal communication skills
· Skilled and systematic use of Microsoft Office applications, including Word, Excel, Outlook
· Organised and task-orientated
· Sound knowledge of the production process

· Analytical and problem-solving abilities with keen attention to detail and follow through
· Ability to multi-task and efficient time management skills
· Ability to adapt and manage change in a fast-paced environment
· Meticulous attention to detail
· Excellent organisational skills
· A positive attitude to problem-solving

· Ability to prioritise urgent tasks, and keep all aspects of the job under control
· Ability to work independently and as part of a team

	· Customer-first focus
· Project meet budgets and deadlines
· Up to date schedules with clear timelines
· Embraces CL core values and competencies

· Conscientiousness, persistence and reliability in record maintenance and communication
· Minimal communication problems due to effective communication
· Invoices processed on time


	Estimates and reporting
	30%
	· From information supplied by publishers create initial costing for new project proposal and ensure all information is accurate after proposal for initial costing approval.

· Generate estimates and costings and ensure that these are manufactured within approved budgets and timelines using Global Production and Manufacturing Services (GPMS) vendors.

· Maintain accurate reporting tools and communicate delivery dates to all internal key stakeholders e.g. Sales, marketing, publishing and shipping.
· Produce accurate WIP reports in Filemaker Pro. 


	· Meticulous attention to detail
· Ability to prioritise tasks
· Sound knowledge of the production process

· Excellent written and verbal communication skills
· A positive attitude to problem-solving
	· Accurate costings
· Customer-first focus

· Meet target completion dates
· Conscientiousness, persistence and reliability in record maintenance and communication


	Vendor management (Editorial and Production)


	20%
	· Allocate print and composition vendors to all front-list titles, and freelance copyeditors/proofreaders to titles being project-managed by you (if applicable)

· Monitor vendor performance and ensure that suppliers (editorial, composition, prepress and media production services) adhere to CLA standards

· Communicate scaled pricing to suppliers/vendors for each project

· Ensure that the finished product complies with internal quality checks and within budget.


	· Meticulous attention to detail

· Excellent communication skills

· Ability to listen and understand internal and external customers

· Ability to prioritise urgent tasks, and keep all aspects of the job under control
· Ability to interpret and translate information to teams and individuals, and to report effectively to management

· Sound knowledge of production processes


	· Customer first focus

· Meets budget
· Ability to build rapport
· Friendly, proactive communication


	Purchasing
	10%
	· Create low cost vendor profile from eTrans / Action, whilst ensuring printing specifications are accurate.
· Proactively explore low cost alternative specifications without compromising market expectations.

· Acquire quotes for unusual specifications directly with preferred vendors.

· Check and approve invoices up to an approved budget amount of $10,000 per invoice.


	· Excellent written and spoken communication skills 
· Detailed research skills
· Meticulous attention to detail
	· Accurate record keeping and reporting

· Cost reduction



Direct reports:    Nil

Main contacts:

Internally:
Team Lead – School Production (Primary and Secondary), production controllers, design, publishing, shipping, marketing and sales staff
Externally:
Composition vendors and manufacturing vendors. 

Education / Qualifications / Experience:
Proven experience in similar position / environment

Publishing / editing qualifications

Core Cengage Competencies:
· Drive for results – the ability to set and exceed personal goals, pushes self and others for results

· Customer focus – dedicated to meeting the expectations and requirements of internal and external customers.  Establish and maintain effective relationships with customers and gains their respect.

· Leading change - independent worker who can effectively cope with change, make effective decisions

· Creativity – identifies new and unique opportunities and ideas

· Interpersonal savvy – relates well with others throughout the organization, builds constructive and effective relationships 

· Collaboration – works with others in the organisation to achieve collective goals.
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