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San Francisco, CA

SKILLS

» Project Coordination
» Editorial Management
e Quality Control

« Communication

o Team Collaboration

» Event Planning

LANGUAGES
« English
e Spanish
e French

EDUCATION

BACHELOR OF ARTS IN
COMMUNICATION, UNIVERSITY OF
MICHIGAN

ACHIEVEMENTS

o Streamlined production processes,
resulting in a 15% reduction in costs.

o Successfully launched a community
outreach program that increased local
author participation.

» Received the Employee of the Month
award for outstanding performance
and dedication.

Michael

ANDERSON

Dynamic and results-driven publishing professional with a strong foundation in
project management and editorial excellence. With over 10 years of experience in
the publishing industry, adept at coordinating publication processes and ensuring
timely delivery of high-quality content. Recognized for exceptional organizational
skills and a keen eye for detail, resulting in improved workflow efficiency and
reduced production costs.

WORK EXPERIENCE

PROJECT COORDINATOR

Elite Publishing House

2020 - 2025

e Coordinated the production schedule for a portfolio of over 40 titles annually.

e Facilitated communication between editorial, design, and marketing teams to align
project goals.

e Monitored project timelines and budgets, ensuring adherence to deadlines.
¢ Implemented quality control measures that reduced errors by 20%.
e Organized author events and book launches, enhancing community engagement.

e Developed training materials for new team members to ensure consistency in
processes.

EDITORIAL ASSISTANT

Classic Literature Press

2015 - 2020

¢ Assisted in the editing and proofreading of manuscripts for publication.

e Researched industry trends to inform editorial decisions and content development.
e Maintained the editorial database, ensuring accurate tracking of submissions.

e Created promotional materials for new titles, increasing visibility.

¢ Participated in weekly editorial meetings to discuss project updates and
challenges.

e Engaged with authors to provide feedback and support throughout the publishing
process.



