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Position Title: 
Associate Production Editor 
 
Department: 
Publishing Services, SAGE India 
 
Location: 
Publishing Services, SAGE Dehradun office 
 
REPORTING 
Based in Dehradun office you will report to the PE Supervisor Journals (Global). 
Administratively this section report to AVP – Operations, Dehradun. Functionally your reporting 
manager will be Senior Manager - Journals based in the Delhi office  
 
You will closely work with the production teams based in the Delhi office and other PE's in the 
SAGE US/UK office and with Director of U.S. Journals Production and  
Head of Editorial Production - Journals, SAGE UK  
 
The division reports to Senior VP Publishing Services.  
 
OVERVIEW 
This section requires an overall summary statement of why the position exists.  What is its primary 
purpose?  In other words, what is the major expectation of the position?   

1. Based in the Dehradun office, you will oversee the production of select US and UK journals 
from Receipt of Articles through delivery of manufacturing and online publication with 
conformance to the Journal Style-Guides and Author/Editors requirement, while maintaining 
quality and excellent author/editor relationships.  

2. Work closely with the SAGE US and UK departments i.e. editorial, art/design, typesetting, 
marketing and production staff to produce journal issues on time. Work closely with the 
external agencies i.e. typesetters, freelancers, copyeditors, etc. 

3. Maintain excellent relationship with authors/editors/societies, respond to authors, editors, 
SAGE internal and external contacts within 24 hours (or less) from the receipt of the email. 

4. Perform work with moderate supervision from supervisor in SAGE India. 
 
ESSENTIAL JOB FUNCTIONS AND RESPONSIBILITIES: 
The job functions include, but are not limited to, the following: 
1. Manage production of select journals, primarily Open Access to begin with, as per Work 

Allocation Plan (WAP) currently at 7500 pages/65 issues/13 journals. Of these journals, 
ideally 30% will be complex and/or launch journals, and the remaining 70% straightforward 
titles. 

2. Stagger issues in a 4 week issue cycle, distributed weekly in the ratio and adhere to these 
deadlines. 

 
3. Ensure Article TAT currently at 25 days or less. 
4. Maintain an overall on-time task percentage of 85% or greater.  
5. Ensure late and problematic tasks in SMART are below 15% on a weekly basis. 
6. All late tasks must be completed within 3 weeks after it goes late (with appropriate 

allowance for vacation time, sick time, and problem flags).   
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7. All problem articles/issues must be flagged in SMART as problem. All such articles/issues 

must be dealt as quickly as possible. Any problem beyond 15 days must be brought to the 
PES notice.  

 
Liaison between SAGE and Journal Editors: 
1. Keep your Publishing editors and Journal editors informed on your vacation dates, SAGE 

holidays, and other absenteeism. 
2. Communicate in a professional and personable manner with editors on production issues 

concerning their journal. 
3. Problem solve on issues involving the journal as required. 
4. Conduct Editor retreats, and ensure that the journal editors are aware about SAGE’s 

expectations and working process, hence ensuring a foundation of the good working 
relationship. 

5. Closely monitor page counts against contract allotments and keep the Publishing editor and 
your PES informed. 

6. Keep your supervisor informed of any communication received from editors/authors that is 
tense or volatile in nature, also, feel free to send any positive words and praises received 
from editors and authors. 

 
OTHERS 
1. Keep editorial boards in SPIN updated and forward editorial board changes to the 

appropriate editorial assistant in the US office. 
2. Provide timely and constructive feedback for improvement to managers based in the US/UK 

offices managing freelance project managers, copy editors, proof readers.  
3. Ensure internal key documents (style guides, data sheets, and submission guidelines) are 

up to date, send production reports to journal editors, and liaise internally on workflow 
changes. 

4. Update and handover production vacation sheet to back-up PE before going on leave. 
5. E-file and update your journal folders on the shared drive under your own folder hierarchy, 

and take back-up of your files on a periodic basis.  
6. Work cordially and closely with the other PE Supervisors/Managers (in the US, UK and Delhi 

office), ensure transparency is systems and procedures. 
 
SUPPORTIVE TEAM MEMBER 
This includes, but are not limited to, the following: 
1. Contribute ideas and provide clear and constructive feedback to peers and vendors. 
2. Be available to support peers as needed and as back-up in case of urgent leaves and/or 

vacations.  
3. Participate in projects, committees, or task forces as assigned by PES. 
4. You will handle all other task not mentioned above as assigned to you by your superiors 
 
COMPANY ACKNOWLEDMENT 
 

 To perform this job successfully, an individual must be able to perform each essential job 
function satisfactorily.  The requirements listed within this position description are 
representative of the education, skills, experience and qualifications required. Incumbents in 
this position must maintain absolute confidentiality with company information at all times.   
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 Management reserves the right to change, rescind, add or delete the essential functions of 
this position at any time. 

 
 
ACCEPTANCE AND APPROVALS 
 
Accepted By:        
    Incumbent 
   
Approved By:        
    PES/Senior Manager 
 
Approved By:        
    Department Senior Vice President 
 
 
 


