
 

 

JOB DESCRIPTION 

Job Title: Project Manager (part-time, 3 days / week) 

Department: Editorial and Production 

Report to: Head of Editorial and Production 

Overall objectives: To assist the Head of Editorial and Production in producing Lund 

Humphries books to high editorial and production standards, within 

agreed specifications, schedules and budgets. This is to be achieved by 

project-managing specific titles that have been assigned to the Project 

Manager, as well as providing some editorial and production support 

across the board. 

Key responsibilities: Key project-management responsibilities will include but not be restricted 

to: 

 Overall management of each of the editorial and production 

stages involved in illustrated-book publishing: i.e., briefing copy-

editors; resolving editorial queries where problems arise; 

overseeing the preparation of texts and images for layout; 

working with the Design Consultant to maintain each book’s 

established design principles, briefing picture researchers and 

designers where necessary; circulating layouts; checking and 

collating layouts; commissioning and checking indexes; 

circulating final costs, recording print-run decisions, compiling 

print orders; checking and colour-correcting high resolution 

proofs; checking final plotter proofs; checking folded and 

gathered sheets and an advance bound copy; clearing stock for 

sale; budget reconciliation 

 Liaison with authors, artists, co-publishers and freelancers at 

each stage as required 

 Liaison with repro houses and printers 

 Compiling and updating the production schedule for each book in 

consultation with the Head of Editorial and Production 



 Managing agreed budgets and recording all editorial and 

production costs 

 Progress-chasing in all areas of responsibility 

 Managing the production of special editions alongside the main 

book, if required 

 Ensuring good communication is maintained with the 

Commissioning Editors and Sales and Marketing teams regarding 

the progress of new books 

 Working with the Sales and Marketing teams to maximise the 

sales and marketing potential of new books through timely 

provision of visual material 

 Communicating any problems promptly to the Head of Editorial 

and Production with a view to resolving them through combined 

experience 

 

General tasks to include: 

 maintaining clear records of each book’s progress: keeping the 

central database and documents on the shared server up-to-date; 

having accessible layouts, proofs etc. in the office 

 attending handover meetings, the monthly production meeting, 

monthly team meetings and any other meetings relevant to LH 

business 

 occasional travel to printers, repro houses etc. 

 

Levels of contact: The Project Manager is expected to work with all members of the Lund 

Humphries team, with all external suppliers and freelancers and with other 

departments and individuals as required. 

Limits of authority (including 

financial) 

While the Head of Editorial and Production will make the initial 

appointment of freelancers and external suppliers, the Project Manager is 

expected to manage them thereafter. 

Key performance Criteria: (1) To ensure delivery of allocated book projects to schedule and on 

budget and to maintain high editorial and production standards; 



(2) To be aware of the resources necessary to achieve this (eg, printers, 

technical requirements, freelancers); 

(3) To ensure that the Head of Editorial and Production is kept fully 

involved with the current position with regard to all books in production 

and is informed promptly about any potential delays or problems; 

(4) To communicate effectively and appropriately with colleagues, 

freelancers, suppliers, authors, artists and co-publishers, and to work 

positively to resolve problems encountered in the course of the Project 

Manager’s work. 

 

 


