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Position Details
Communication & Information- CSOF2
	The following information is for applicants

	Advertised Job Title
	[bookmark: _Hlk122353927]Production Editor

	Job Reference
	91114

	Tenure
	Specified Term of 1 years 
Full Time – or 0.8 part time 

	Salary Range
	[bookmark: _Hlk122353126]AU $51,031 - $65,779 per annum (pro-rata for part-time)
plus, up to 15.4% superannuation

	Location(s)
	Clayton, Vic preferred 

	Relocation Assistance
	Will be provided to the successful candidate if required

	Applications are open to
	· Australian Citizens Only
· Australian/New Zealand Citizens and Australian Permanent Residents
· All Candidates

	Position reports to the
	Journals Content Development Manager – Post Acceptance

	Client Focus – Internal
	70%

	Client Focus – External
	30%

	Number of Direct Reports
	0

	Enquire about this job
	Contact Brietta Pike via email at Brietta.Pike@csiro.au or phone +61 3 9545 2923

	How to apply
	Apply online at  https://jobs.csiro.au/ 
Internal applicants please apply via Jobs Central
If you experience difficulties when applying, please email careers.online@csiro.au or call 1300 984 220.


Acknowledgement of Country
CSIRO acknowledges the Traditional Owners of the land, sea and waters, of the areas that we live and work on across Australia. We acknowledge their continuing connection to their culture and pay our respects to their Elders past and present.  View our vision towards reconciliation.
Role Overview
[bookmark: _Toc341085720]CSIRO Publishing is an independent science and technology publisher of books, journals and magazines with a strong emphasis on digital publishing. The business unit is owned by and operates within CSIRO on a commercial basis with its viability dependent on the capacity to generate revenue and sufficient return on investment. 
The Production Editor provides production management services that allow publication of Journals within the set financial and time budget and to industry best-practice standards. The Production Editor coordinates the production process for articles for CSIRO Publishing journals, from manuscript acceptance, through styling, copyediting and typesetting, to publication, with guidance and support. The role delivers excellent service to authors.
Duties and Key Result Areas:  
· [bookmark: _Hlk120710739]Add accepted papers to production tracker and create folder for files
· Monitor suppliers to ensure manuscripts are styled and structured and XML prepared to our requirements and troubleshoot as necessary to ensure error-free files.
· Brief freelance copyeditors to edit manuscripts on an online platform to journal style while maintaining high editing standards to agreed timelines.
· Resolve manuscript queries through diplomatic liaison with authors, copyeditors and suppliers.
· Ensure provision of error-free content for typesetting.
· Liaise with typesetters to ensure that timely and accurate proofs are sent to the authors.
· Collate in-house and author corrections for typesetters. 
· Check final files (PDF, XML) and publish paper online.
· Keep records of the stages of the production process for each manuscript.
· Provides regular feedback to suppliers via feedback trackers.
· Ensure delivery of in-house goals for production times.
· [bookmark: _Hlk122354058]Support teammates during busy times and contribute to departmental meetings and goals.
· Consult the Production lead on the journal to resolve problems arising in the workflow.
· Communicate openly, effectively and respectfully with all staff, clients and suppliers in the interests of good business practice, collaboration and enhancement of CSIRO’s reputation.
· Adhere to the spirit and practice of CSIRO’s Code of Conduct, Health, Safety and Environment plans and policies, Diversity initiatives and Zero Harm goals.
· Other duties as directed.

Selection Criteria
Essential
Under CSIRO policy only those who meet all essential criteria can be appointed.
1. [bookmark: _Hlk122353198]Tertiary qualification in a science, technical or medical field, or relevant publishing industry work experience.
2. Proficient computer skills including MS Office suite (Word, Excel, Outlook). 
3. Proven ability to successfully manage conflicting priorities and contribute to several projects concurrently.
4. Excellent communication skills with demonstrated ability to liaise effectively and professionally with a wide range of people such as top-level research scientists, service providers, and in-house staff.
5. Demonstrated organisational skills and attention to detail.
6. Demonstrated ability to use initiative in selecting appropriate solutions, including ability to know when to escalate an issue.
7. The ability to work effectively in a team and independently, positively contributing to the team environment.
8. The ability and willingness to contribute to improved solutions in work situations, trying creative ways to deal with routine problems and opportunities.

Desirable
1. Demonstrated knowledge of, and experience in, journal or book production.
2. Understanding of, and experience working with, XML 
3. Understanding of scholarly publishing and the publication process.
4. Experience in using online text editing platforms.
Required Competencies
Teamwork and Collaboration: Demonstrates initiative, actively contributing as a team member. Supports team decisions and keeps other team members up to date about individual actions. Shares all relevant and useful information. Pitches in and helps other team members when necessary.
Influence and Communication:  Communicates basic facts in a courteous manner including posing appropriate questions to gain factual information.
Resource Management/Leadership:  Provides instruction and assists other staff to complete allocated tasks and activities.
Judgement and Problem Solving:  Selects appropriate solutions to clearly defined problems using readily available information.  Alternatives are limited and prescribed or apparent.
Independence: Accepts personal responsibility for doing the job well. Looks for opportunities to improve the way things are done and makes recommendations accordingly.
Adaptability: Accepts the need for change to work routines or technology.
Special Requirements

The successful candidate will be asked to obtain and provide evidence of a National Police Clearance or equivalent. Please note that individuals with criminal records are not automatically deemed ineligible. Each application will be considered on its merits.
About CSIRO
We solve the greatest challenges through innovative science and technology. Visit CSIRO Online and https://www.publish.csiro.au/ for more information.
CSIRO is a values-based organisation.  In your application and at interview you will need to demonstrate behaviours aligned to our values of:
1. People First 
1. Further Together
1. Making it Real
1. Trusted
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