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Erasmus Student Work Placement in the UK
	EMPLOYER  INFORMATION

	Name of organisation

	Octopus Publishing Group

	Address inc post code
	Endeavour House, 189 Shaftesbury Ave, London WC2H 8JY

	Telephone
	0207 632 5400

	Fax
	0207 632 5405

	E-mail

	erasmus@octopus-publshing.co.uk 

	Website
	www.octopusbooks.co.uk

	Number of employees
	Approx 80

	Short description of the company
	Octopus Publishing Group are a leading publisher of illustrated lifestyle books covering everything from cookery to gardening, wine to maps, antiques to health and more.  We currently have about 80 staff, all based in the UK. We are a global business, publishing for the foreign language market, as well as the USA and the UK.

	CONTACT DETAILS

	Contact person for this placement
	Tess Walsh

	Department and designation / job title
	Human Resources – HR Assistant

	Direct telephone number
	0207 632 5400

	E-mail address
	erasmus@octopus-publshing.co.uk

	Application Procedure

	Who to apply to (including. contact details)
	HR Department – as above

	Deadline for applications 
	22 March 2013


	Application process
	Apply to erasmus@octopus-publshing.co.uk with a CV and covering letter stating the dates you are available, and why you are interested in the placement (please try to keep your attachments under 1MB if possible.)

	Other 
	Please let us know what level of funding your Erasmus funder is able to provide.


Please provide as much information on the placement as possible – too much information is better than not enough!
	PLACEMENT INFORMATION 

	Function / Department 
	The Editorial Support Assistant provides administrative and systems support to the Editorial and Design department, predominantly.  This role has a strong customer focus (internal customers).

	Description of activities
	· Permissions – dealing with broad range of enquiries which come in from the public re using text and/or pictures from our titles

· Submissions – redirecting unsolicited submissions and replying to public where necessary

· Dealing with general enquiries about our titles, authors, and rights status

· Author copies including foreign editions – checking contract requirements and sending out author and agent advance copies, and subsequent foreign editions 

· Biblio3 (our publishing system) NB estimated at the moment until we know the reality post go-live: 
- creating and maintaining Contact groups to allow contracts     to be created
- inputting contract data for pre go-live titles to enable co-edition prints to be set up
- inputing contract data for new titles on a flat-fee basis for writers, home economists, photographers, illustrators
- post Publishing Meeting approval, inputing data e.g. schedule info, BIC code

	Location 
	Central London – Covent Garden

	Start Date
	Spring 2013

	Duration 
	Minimum of 6 months 

	Working hours per week
	35 hours.  9.30-17.30 Monday to Friday

	Accommodation (please select)
	( Student to make own accommodation arrangements.

	Details of financial and “in kind” support to be provided
	Applicants are required to have Erasmus funding.   The company expects interns to be provided with a level of support appropriate to a placement in Central London.   Please let us know what level of funding your Erasmus funder is able to provide.

	Other
	


	COMPETENCES, SKILLS and EXPERIENCE REQUIREMENTS 

	Languages and level of competence required
	Full command of written and spoken English required.  

	Computer skills and level of skills required


	A general knowledge of modern business systems is necessary, especially Microsoft Office. 

Experience of using databases

	Drivers license
	Not necessary 

	Other
	Skills / Knowledge

· numeracy and literacy

· customer service skills

· administrative skills

· organisation skills

· communication skills

· IT skills including Microsoft Office

· experience of using databases 

Attributes

· strong customer orientation

· strong communicator with people at all levels 

· attention to detail, accuracy

· team player 

· adaptable 

· self-starter

· proven ‘ownership’ of areas of responsibility

Applicants should be able to demonstrate experience of working in an office environment.    




	INFORMATION PROVIDED BY

	Name
	Tess Walsh

	Department / Function
	HR Department -  Administrator

	E-mail address
	erasmus@octopus-publishing.co.uk

	Phone number(s)
	0207 632 5400

	Date
	15 February 2013 


Please return this form by email to erasmus@britishcouncil.org
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