JOB DESCRIPTION

Job Title: Temporary Business Affairs Admin Assistant 

Department: Business Affairs

Reports to: Senior Business Affairs Manager

Length of Temporary Contract: 6 months

Purpose of job:

To provide Department support as needed and backfilling of subsidiary rights contracts onto Biblio
Key functions (under supervision):
· Back-filling of foreign rights, permissions & other subsidiary agreements onto the Biblio system, scanning & attaching agreements

· Support as required for front-filling foreign rights, permissions & other subsidiary agreements support 
· Accessing and inputting basic general contracts information on Biblio or other systems as required (including address changes for payees)
· Scanning statements onto Biblio system and assisting in chasing for overdue payments/ statements etc. as may be necessary.
· General administrative assistance to Compliance Controller around double taxation exemption agreements, self-billing VAT agreements and other tax areas

· Assisting Compliance Controller as required with invoicing, posting of income to Biblio and any reports arising

· Assisting as required with issuing permission licences for the use of Walker controlled copyright material + informing relevant departments as and when necessary where requests might affect them + liaising with Compliance Controller over invoicing for any payments due.

· Writing to authors, illustrators and/or agents promptly after monthly contracts report is produced to inform as relevant of the sale of rights in their titles
· Reviewing publishing schedules in a timely manner and producing a report detailing quantities and to whom contractually due complimentary copies are to be sent

· Sending out copies of sub-licensed editions to authors/illustrators as appropriate
· Maintaining contract files and other day-to-day records.
· Providing key administrative support to the Business Affairs Manager and general administrative support to the rest of the Business Affairs & SR Compliance team where necessary.

The management has the right to amend the job description 

in consultation with the employee to reflect changes in or to the job
