
 
 

Inpress Accounts and PBS Admin Assistant 

SALARY: £18,500 - £20,000, depending on experience.  
FULL TIME: 35hrs/week, 3-month probation period. 
LOCATION: Newcastle upon Tyne (mix of office and home working) 
 
ROLE PROFILE  

To work closely with the Poetry Book Society Manager and the Finance & Digital Sales Manager to 

assist them in the smooth running of a busy office, and to assist in the growth and development of 

the Poetry Book Society business. Attention to detail, excellent organisational skills and a can-do 

attitude are a necessity.  

 

RESPONSIBILITIES 

- Manage Inpress and PBS enquiries email accounts and telephone enquiries 

- Assist with the timely delivery of monthly Inpress finance routines  

- Timely fulfilment of PBS website orders, new memberships and renewal cycles 

- Effectively manage PBS membership database 
 

ESSENTIAL SKILLS 

- Proficient in Microsoft Office, particularly Excel  

- Comfortable with numbers and meticulous attention to detail 

- Excellent customer service and polite email and telephone manner 

- Good time management and problem-solving skills 

- Ability to work independently and show initiative  
 

DESIREABLE SKILLS 

- Experience of database management and data entry, ideally Microsoft Access 

- Familiarity with Adobe Photoshop and InDesign  

- Experience with website CMS (Content Management Systems) 

- Experience of assisting with direct mail and marketing campaigns 

- An interest in poetry and literature 

- Experience of writing copy 
 

KEY TASKS  

Inpress / PBS Accounts Tasks: 

- Assisting in the processing of publisher sales statements in Sage Accounts 
- Preparing monthly statements for Sales Reps 
- Collating PBS book order invoices for payment and processing in Sage Accounts 
- Assisting in eBook title uploads and preparing monthly eBook sales reports for publishers 

 
Poetry Book Society Tasks: 

- Customer Service: Answering member queries via telephone, email and post 
- Processing memberships orders and maintaining an Access membership database  



- Processing book orders, managing purchase orders, stock control, top up orders and returns  
- Uploading and maintaining title records on the PBS website 
- Assisting with content including short reviews for quarterly PBS Bulletins 
- Assisting with direct mail, membership renewals and lapsed member marketing  

 
PERFORMANCE MEASURES  

- Production of timely and accurate accounts and sales reports  
- Efficient management of PBS stock and office postal stationery 
- Excellent relationships with PBS members, Inpress publishers and Sales Reps  
- Smooth order fulfilment of PBS member book orders  

 

 

APPLICATION TIMELINE: 

Applications deadline: Sunday 12th June 2022. 

Interviews w/c: 20th June 2022. 

Ideally available to start early July 2022. 

 

If you believe you are the right person for this role, please email 
enquiries@poetrybooksociety.co.uk with your CV and cover letter. 

We are committed to supporting diversity in our workforce and ensuring an inclusive environment 

where all individuals can succeed. We encourage applications from all and seek to employ a 

workforce representative of the publishers and markets that we serve. 


