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SUMMARY

Dynamic and detail-oriented Publishing Production Coordinator with over eight years of experience in managing complex

publication processes. Proven expertise in coordinating cross-functional teams to streamline production workflows,

ensuring timely delivery of high-quality materials. Exceptional proficiency in digital and print formats, coupled with a robust

understanding of project management methodologies. Adept at utilizing advanced publishing software and tools to enhance

efficiency and accuracy in production.

WORK EXPERIENCE

Senior Production Coordinator Global Publishing House Jan 2023 - Present

Oversaw the complete production cycle for over 100 publications annually.

Implemented project management software that reduced production time by 20%.

Coordinated between editorial and design teams to ensure alignment on project timelines.

Developed workflows that enhanced communication and reduced errors by 15%.

Managed budgets exceeding $500,000 for publication projects.

Trained new staff on production processes and best practices.

Production Assistant Local Publishing Firm Jan 2020 - Dec 2022

Assisted in the layout and design of various print and digital publications.

Maintained project schedules and communicated updates to stakeholders.

Conducted quality checks on proofs to ensure accuracy before final printing.

Collaborated with marketing teams to align production with promotional strategies.

Utilized Adobe Creative Suite for design and layout tasks.

Supported inventory management for print materials and supplies.

EDUCATION

Bachelor of Arts in English Literature, University of Example, 2015 Sep 2019 - Oct 2020

ADDITIONAL INFORMATION

Technical Skills: Project Management, Adobe Creative Suite, Digital Publishing, Print Production, Team Collaboration,

Budget Management

Awards/Activities: Increased project efficiency by 30% through the adoption of new workflow strategies.

Awards/Activities: Received 'Employee of the Year' award for outstanding contributions to production quality.

Awards/Activities: Successfully launched a new digital publication that achieved a 50% increase in readership.

Languages: English, Spanish, French


