
 

We’re Hiring! 
 
Production Coordinator 
 
HRDQ is looking for a full-time production coordinator to join our publishing team. This organized and 
driven individual will provide production project management, systems administration and 
administrative support for HRDQ’s print and digital publishing programs aimed at sophisticated training 
and human resource executives and professionals. This is an exciting, fast paced, unique opportunity for 
a driven individual. Unlimited growth potential. Your contribution will be key to our success! 
 
KEY RESPONSIBILITIES 
 
Project Management 

 Administer the publishing project management system 
 Regulate legal processes, such as the circulation of contracts for signature 
 Support departmental accounting tasks including the processing monthly invoices 
 Provide status reports and updates to internal teams 

Production Planning 
 Assess editorial readiness of manuscripts including figures, tables, references and permissions 
 Prepare production specifications for desired outcome in print 
 Coordinate product and online assessment testing 
 Assign and manage freelance designers/production resources to achieve the desired end result 

Production/Manufacturing 
 Undertake preflight check—ensure accuracy and completeness of content  
 Review and approve or correct page and cover proofs 
 Follow up and check on corrections, deadline, and delivery; resolve any problems 
 Coordinate file transfer between external and internal team members 
 Manage “library” of print files and digital downloads 

Systems 
 Operate the Assessment Center and Learning Management Systems 
 Maintain production files in Content Management System 

Administrative 
 Coordinate regular communications with designers 
 Share comments and suggestions from clients and internal teams 
 Handle permission requests  
 Process product submissions 
  Control ISBN assignment and registration 
  Carry out copyright registration  

 
REQUIREMENTS 
 

 Positive attitude. Driven. Resilient. Desire to be exceptional 
 Superior ability to manage multiple projects simultaneously and prioritize tasks 



 Demonstrable experience of working in a print and digital production role 
 Working knowledge of design tools included in the Adobe Creative Suite 
 Excellent grammar and proofreading skills 
 Outstanding oral and written communication skills 
 Adaptable, with the ability to work independently 
 Proficient in Microsoft Office programs including Outlook, Word, Excel, and PowerPoint.  

 
 Applicants should also have a proven track record of: 

 Managing multiple projects, 
 Ability to pay meticulous attention to detail, to assess priorities, and to adjust work schedules 

appropriately in order to meet deadlines 
 Preparing files for print. 

 
Additional consideration for: 

 Experience in the personnel, training or human resources field, 
 Considerable familiarity with social media outlets including Facebook, Twitter, and LinkedIn 
 Fluency with Microsoft Access and Microsoft templates 
 Thorough knowledge of the APA Style Guide 
 Ability to convert Quark to .indd 
 Understanding of Photoshop 
 Inclination for organization 
 Advanced degree. 

 
Candidates will: 

 Possess a BA in English, Journalism, Communications, or related field 
 Be assertive, motivated, mature, energetic and communicative 
 Have a desire to participate in routine brainstorming sessions 
 Regularly strive to improve processes and procedures; make suggestions to strengthen the 

organization and take ownership of your tasks. 
 
WORK ENVIRONMENT 

• HRDQ has a distributed workforce and this position is virtual-based. You must have a designated 
work space in your home which is free from distraction and noise. 

• You will meet daily with colleagues on video chat. 
• We are a bring your own technology organization so you will need a reliable computer (<3 years 

old), a fast and stable internet connection (minimum speed of 100/100), a high definition webcam, 
and an simple printer/scanner. If your role requires it we will provide a VOIP telephone and headset.  

• Ability to travel is required. We are headquartered in West Chester, Pennsylvania. You will need to 
travel to our home office two to four times annually on average. 
 

Interested? Qualified? Submit your resume! 

Qualified candidates should forward the following documents by email with the subject line “HR-PC” to 
careers@hrdq.com. Please note that incomplete submissions will be discarded. Please do not call 
regarding this job. No information will be provided or accepted by phone. We accept resumes that 



include all three of the following items -failure to include that information will disqualify your 
application.  

1. Cover letter (here’s your chance to demonstrate your writing ability) 
2. Resume (let us know what relevant experience you have) 
3. Current salary and salary requirements 
4. Portfolio, if available 

 
About HRDQ 
 
Since 1977 HRDQ has been researching, creating and publishing training tools for developing great 
people skills. We offer a rich catalog of research-based assessments, simulations, games and programs 
in practical formats suitable for trainers, facilitators and coaches of any experience level. Our products 
are carefully designed to improve the performance of individuals, teams, and organizations. Trainers 
and consultants look to us for effective, time-saving learning solutions that address today’s most in-
demand people skills like communication, leadership supervision, emotional intelligence, collaboration, 
critical thinking, decision making, conflict resolution, and more. From frontline employees to senior-level 
executives and everyone in between, our products help initiate and promote lasting change. We have 
impacted the work lives of millions of individuals around the world. Our philosophy is Better Learning. 
Better Performance. Better Life. 
 
The Qrew is a close-knit, fast-paced, and fun virtual work team where individual contributions have a big 
impact on company performance. HRDQ is an equal opportunity employer and provides medical, dental, 
life, and disability insurances, 401K plan, paid holidays, sick and vacation days, as well as other benefits. 
Visit our website at HRDQstore.com to see firsthand what HRDQ has to offer! 


