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Position: Production Assistant 

Juta Academic and Professional Development
Location: Claremont
Reporting to: Editorial & Production Manager
Fixed-term contract (1Year)
Responsibilities
· Source competitive print quotes and keep records of quotes received
· Monitor delivery dates
· Manage small reprint corrections and check reprint dyelines
· Manage digital retrieval of files for new editions
· Allocate ISBNs and ISSNs to standard and customised books and journals and other materials, and maintain relevant records for submission to the National Library
· Maintain and organise the reprint room and the digital archive

· Maintain Item Master Files on Bookmaster

· Provide Bookmaster support to the Editorial and Production Manager, Print Co-ordinator and publishers

Attributes
· Relevant print production qualification 
· At least two years of print production experience
· Knowledge of Bookmaster
· Good knowledge of Excel
Competencies
· Excellent planning and organisational skills

· Excellent people and work management skills

· Excellent time management
· Ability to work independently 

· Strong attention to detail and awareness of high quality
· Ability to work under stress and to tight deadlines 

· Ability to work with others in a team

Please submit a brief resumé to Juliet le Roux at jleroux@juta.co.za
 by Tuesday 18 September 2012 

