2022 JOB DESCRIPTION Circulation Administrator 
Hours: M-F 8:30-4:30 

Deadline to apply: September 26, 2022
The circulation administrator ensures that our subscribers receive ten issues of the magazine every year at the correct address on time. The CA maintains the database of our subscribers, provides data to our mail house, sends out renewal reminders, manages newsstand distribution and newspaper insertions, responds to phone calls and emails, provides clerical assistance to staff and ensures the smooth running of the office.
Qualifications and Skills:
University degree
Four years work experience
Excellent typist; fast and accurate data entry

Correct spelling, grammar and punctuation in written communications
Excellent organizational and time management skills
Excellent computer skills: IT savvy

Microsoft Word, Excel, Sequel Databases
Proactive approach to work
Willingness to learn

Salary

$40,000 per year
Two weeks paid vacation

Benefits plan 
Savings plan
Tasks
· Enter names, addresses and codes for an average of 100 subscribers per week

· Prepare mail data for our mail house after each magazine is printed 
· Execute a four-part renewal series over each month plus email reminders
· Track renewal rate and report quarterly
· Arrange delivery of copies to be inserted into newspapers
· Arrange distribution of magazine; send shipping instructions to printer

· Update circulation binder for each issue, each renewal series and promotion
· Liaise with newsstand distributor re shipping/distributing magazine to newsstands 
· Maintain an accurate list of our newsstand locations on website
· Update tracking spreadsheets on bulletin boards and digitally re number of subscriptions that come in each week, both new and renewals 
· Answer phone/direct calls

· Take telephone subscriptions

· Order supplies, arrange couriers
· Send emails to publishers re books we have reviewed
· Mail books for review
· Conduct readers survey every 18 months and tabulate results
SCHEDULE
Daily

Answer and direct phone calls; check and respond to telephone messages;

record telephone subscriptions 
Open mail, distribute appropriately 

Enter subscriber data into Sequel (file subscriptions in weekly folder)

Send out back issues and complimentary copies as needed

Weekly
Turn on computers; put paper in printer
Touchbase meeting Monday with everyone. Report on subscriptions

Meet with Assistant Publisher to confirm and plan regular subscription tasks

plus seasonal initiatives of direct mail campaigns and Christmas gift-giving promotion
Send out renewal effort per schedule, print labels, prepare envelopes, mail/coordinate

Send out invoices as needed

Handle mail returns: search for forwarding addresses and update the database

Complete subscriptions data-entry by Friday morning; prepare bank deposit of cheques
Process credit card payments; prepare subscription report for accountant

Update tracking spreadsheets for subs per week, both new and renewals 

Monthly
Oversee execution of our 4-part renewal series (6 including emails) on schedule

Week I “early renewal” letter for those who receive their last issue 2 months hence

Week II “about to lapse” letter for those who receive their last issue 1 month hence
Week III “Welcome Email” for those who newly subscribed/renewed
Week IV “do you miss us” letter to those who lapsed 2 months ago and “Early Email” 
Prepare subscriber data for our mail house 

Provide mail out report to accountant
Execute the plan for inserting AV into newspapers  

Prepare shipping instructions for the press / file in circulation binder

Send email with link to current review(s) to publishers whose books we reviewed

Maintain organization and cleanliness of the storage room/recycling

Order office supplies/keep supplies stocked

Update our website; upload new material monthly

Track newsstand sales and report at monthly All Staff meeting
Mail books for review

Annually

Oversee processing of entrants in the short story contest

Send invitations to Christmas party and handle details of the event
Readers’ survey every 18 months

[image: image1.png]



PAGE  
1

