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Job announcement
6 August 2010

Production Assistant

Company

Berrett-Koehler is an independent publisher in San Francisco, celebrating our eighteenth anniversary this year. We are dedicated to an ambitious mission: Creating a World that Works for All. Through our innovative books in business, current affairs, and personal growth, we strive to challenge conventional thinking, introduce new ideas, and foster positive change on individual, organizational, and societal levels. We offer a work environment that is participative, flexible, and creative. We have about 500 books in print, publish about 40–45 new titles per year, have a staff of 21, and are a leader in digital publishing and online community building. We are seeking a production assistant to become a valuable member of our production and content-management team.

Purpose

This person will have primary responsibility for maintaining the integrity and usefulness of the Berrett-Koehler content archives. In the near future, BK intends to embark on a project to improve the technology and standards for creating and using its intellectual property, and this person would be an active participant in envisioning, creating, and using these new systems. Day-to-day responsibilities will also include participating in production project management, scheduling, and quality assurance.
Responsibilities

1. Manage and execute corrections and minor updates to existing book content files.

2. Assist in organizing and updating book content archive.

3. Supply correct and up-to-date files and book content in appropriate format to others inside and outside of BK when requested.
4. Upload content and oversee the uploading of metadata to the archives housed on Ingram CoreSource, our digital content distributor.
5. Submit and traffic applications to Library of Congress for CIP data for new books.
6. Prepare final files and coordinate trafficking for front-of-book endorsement pages and back-of-book promotional materials.
7. Assist in trafficking and quality control of author-submitted production manuscripts, producer-submitted page proofs, and designer-submitted cover proofs.

8. Serve as backup to other production department staff in tracking and coordinating outside book producers and printers throughout the book production process.
9. Prepare files, order, and track e-book conversions with outside conversion vendors, and place files and metadata with digital asset distributor. Integrate e-book file management with overall digital archiving of book content.

10. Participate with other BK staff members in maintaining databases of metadata about our products and content, and help distribute this metadata to those who need it.

11. Perform quality checks on e-book files.

12. In future (1-2 years ahead) participate in company transition to XML-based workflow for tagging both content and metadata.
13. In future, if our production line and strategy grows to include hybrid audio/video/evaluating/text products, learn to build the digital files needed for these new products and perform quality checking on them.
14. Participate in monthly staff meetings, monthly publication board meetings, monthly digital team meetings, seasonal launch meetings, author day lunches, and select author day production meetings.
15. Serve as backup to the company front desk administrative assistant. When front desk person is not present, act as company receptionist: answer main phone line, direct visitors and packages to the correct staff member, arrange for routine mailing and package shipping.

Qualifications

Required: 

1. High level of skill in English language, including spelling, punctuation, and grammar.
2. Good familiarity with page layout software: Quark Xpress or Adobe InDesign or both, and some familiarity with Adobe Illustrator and Photoshop.

3. Experience working with databases; plus for knowledge of Filemaker in particular.
4. Interest and experience in categorizing information, as in libraries or online search tagging.
5. Ability to be highly organized and detail-conscious.
6. Familiarity with standard proofreading markup.
7. Familiarity with common office software, including Microsoft Word, Microsoft Excel, Macintosh OS X, e-mail, FTP.

Desirable:

1. Knowledge and familiarity with American non-fiction book editing standards, especially The Chicago Manual of Style. Experience and skill in proofreading highly desirable. Experience in copyediting a plus.

2. Experience in text content tagging systems such as SGML, XML, or HTML.

3. Experience in page layout of long documents such as books, and familiarity with good use of style tagging in page layout.

4. Knowledge of offset printing technology, and of correct preparation of material for print.

Compensation 

Salary $33,280.
Health, dental, disability, and life insurance. Flexible spending account plan, 401(k), and ESOP.

We are hoping to fill this position in early September 2010.
Applications
To be considered, you must send a resume and a detailed cover letter via email (several pages long if necessary), stating why you are interested in the position, your qualifications, your salary requirements, how you have been successful in similar jobs (please be specific about your accomplishments), and your personal qualities that account for your success to

Berrett-Koehler Publishers, Inc.
Attn: Ginger Winters
235 Montgomery Street, Suite 650
San Francisco, CA 94104
gwinters@bkpub.com 

Put in subject line: Production Assistant
See our website for further information: http://www.bkconnection.com. Berrett-Koehler Group is an equal opportunity employer.
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