
 

 

 

 

Job description & person specification 

Job Title: Publications Coordinator (Part Time 0.6 FTE/Remote) 

Reports To:  Director of Communications  

Direct Reports: None 

Salary:   £24-26k (depending on experience) pro rata 0.6 FTE (£14.4k -£15.6k) 

Date:   August 2024 

 
 
Key Purpose of the Role: 
To manage the production schedule, online publication and dissemination of our online and 
print journals to our members and subscribing organisations, ensuring key milestones are 
met.  
 
Main Roles and Responsibilities: 
 
Project Management: 

• Main role is to oversee production process from pre-production through to 
publication and dissemination of our main journals Primary Science (PS) x3 per year 
and School Science Review (SSR) x3 per year + in-depth articles.   

• The role will also support the Editors of the Journal of Emergent Science (JES) and 
Science Teacher Education in helping them to upload and disseminate content via 
our website 
 

Journal Content Coordination: 
• Liaise with the Journal Editors, editorial boards, ASE communications colleagues and 

printers to agree publications schedule for two main flagship ASE journals (PS and 
SSR)  

• With direction and support from Editors, coordinate process for content submissions 
and publication of SSR and PS ie from issuing call for papers, ensuring articles are 
peer reviewed, copy edited, sent through to designers/typesetters and finally onto 
our printers. 

• Oversee process of peer review for SSR, liaising with authors, peer reviewers and 
editors as appropriate.   

• Maintain an accurate list of peer reviewers for SSR. 
• Provide administrative support to all journal editors as needed. 
• Handle enquiries from authors and membership on journal-related matters, including 

sending occasional copies of journals. 
• Manage journal copyright requests. 
• Collaborate with team members to ensure timely delivery of advertising artwork, 

coordinate booking of advertising space, manage advert submission webforms, and 
maintain up-to-date online information on prices and specifications. 

 
Production, Publication and Distribution: 

• Liaise with printers and distributors to ensure cost-effective print and despatch of SSR 
and PS. 

• Ensure timely publication of articles and content online – ie upload Journal PDFs, and 
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articles on website.  
• Maintain journal mailing lists within our database and issue mailings when new 

content is available is online  
• Work with the journal editors to identify lead stories for promotion via email and 

social media.  
• Monitor key performance indicators of journals including downloads and 

subscriptions levels, monitoring numbers for print   
 

Journal Subscriptions:  
• Record all Library subscription data and address day to day administrative queries of 

Journal subscribers (libraries and individual members) 
• Liaise with Agencies (e.g Ebsco) for journal subscriptions 
• Deal with claims from agencies and direct subscribers 
• Maintain library portal on ASE website monitoring for technical issues that may arise 

 
ASE Books: 

• Process orders for ASE’s bookshop ready for timely despatch  
• Update of website with any price changes / out of stock notices  
• Work with communications team on any promotions for remaining stock  
• Attend ASE’s annual conference in January (9-11 at University of Nottingham in 2025) 

and help with setup and selling of stock (time off in lieu given)  
 
General Duties: 

• Answering the office telephone during usual working hours (calls are routed through 
online call system). 

• Attend the monthly team meeting (these will be held both remotely and up to 6 times 
per year face to face) and provide updates on publishing and journal activity. 

• Act as Secretariat to Publications Group, circulating the agenda and minutes (meets 3 
times per year) - for which guidance is given. 

• The job holder may undertake additional tasks not specifically listed in the job 
description, as reasonably requested. 
 

Other Information: 
• The role will be part-time (22.5 hrs/week) hours may be worked flexibly over the 

week.  Term Time hours will be considered. 
• Primarily home-based with occasional requirement to face to face meetings.   
• May require occasional overtime to meet project deadlines for which TOIL may be 

claimed. 
• Able to attend for all or in part the ASE Annual Conference which takes place in early 

January each year – reasonable adjustments for attendance may be made 
• Ensure compliance with legal and regulatory requirements, health & safety, data 

protection, copyright and licensing, security, financial and other ASE procedures and 
codes of conduct. 

• This job description will be reviewed from time to time and may be changed to 
reflect changing business needs. 

• Training and support will be provided – this role may suit someone in their early 
career.  
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Benefits 
 

• A small friendly charity with a sense of purpose and supportive team 
• Flexible working hours 
• Employer contribution to personal pension of 4% 
• Holiday allowance of 25 days plus bank holidays (or part-time equivalent) 
• Employee Assistance Programme offering a remote GP service, an employee helpline, 

telephone counselling as well as up to 6 structured counselling sessions and cash 
back towards every day medical expenses. 

• Personalised training opportunities. 
 
The ASE is a professional community dedicated to supporting excellence in teaching and 
learning, driving forward initiatives to help make it a great place to work. Fostering a diverse 
and inclusive culture is at the core of how we work. The Association aims to recruit and 
retain a diverse mix of colleagues who are representative of our community, where everyone 
is welcome and supported regardless of ethnicity, faith, gender or sexual orientation.   
 
How to Apply 
 
Applications for this role should be emailed to lynnladbrook@ase.org.uk with a CV and 
accompanied by a letter (no more than 1 A4 page long) outlining the reasons why you’d like 
the role and how you meet the person specification. 
 
We will be interviewing as we receive suitable applicants, so please apply early to avoid 
disappointment.   
 
Person Specification: 
 
Qualifications: 
 
Essential  

• Maths and English GCSE or equivalent at Grade C minimum or professional 
experience which evidences strong written communication skills and numeracy  
 

Experience: 
 
Essential  

• Some experience of project management or publications co-ordination and/or 
administration 

• Experience working effectively in small, agile teams but on own initiative and 
independently as required  

 
Desirable 

• Experience providing a high level of customer service to multiple stakeholders  
• Experience of working with typesetters, designers and print production 
• Some understanding of working in a membership organisation  

 
 
Knowledge and Ability: 
 
Essential  
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• Technical proficiency with hands-on skills using software such as Microsoft 365, Excel 
and Word. 

• Ability to work to deadlines and manage conflicting priorities.  
• Excellent written and verbal communication skills.  
• Ability to deal confidently with internal and external contacts at all levels of seniority.  
• Attention to detail.  
• Some experience and confidence with updating of website Content Management 

Systems and Customer Relationship Management databases.   
 
Desirable  

• Understanding of the educational landscape and audience 
• Knowledge of the publishing industry and/or book sales. 
• Proactive approach to opportunity finding and problem solving. 

 


