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1) General Information 

Position Title Senior Typesetter  Grade  

Department / College 
Research and Graduate 
Studies  

Job Family Admin  

Reports To Section Head of Production  Supervises None 

Reference Number  Last Updated  

2) Working Relationships 

Internal Relationships External Relationships 

▪ Publication authors and contributors. 
▪ All QU Press team. 

▪ All academic units (i.e. colleges, programs, 
centers, etc.), institutes, industry, visitors. 

3) Job Summary and Key Responsibilities 

Job Summary 

The Senior Typesetter is in charge of designing the layout of books and journals in line with 
international university presses.  
 
He/she should ensure that journals and books are in a publishable version in pdf, XML or any other 
format. He/she should proofread the content and ensure that the layout is designed in consistency with 
research methods, QU Press guidelines and appealing to the readers. He/she is responsible of 
producing the final layout for books and journals. 

 

Key Responsibilities 

- To verify the font, format and layout of books and journals.  
- To ensure proper placement and spelling for authors’ names, titles, biographies, ISBN, ISSN, 

DOIs, contributors, registries, etc. 
- To design the final PDF version and XML coded version of books and journals.  
- He/she might work on a specific production software to produce books and articles.  
- To make sure that chapters and articles follow the same sequence of table of contents.  
- To ensure document structure and content are consistent in line with the research methods. 
- To ensure page numbers are in the right order and not repeated or omitted. 
- To make sure that Arabic content is not flipped (especially numbers) as well as website links. 
- To make sure citations and references are designed based on the publishing guidelines of the 

Press.  
- To make sure all logos, titles, contact information (if any) are displayed correctly and 

accurately.  
- To stay abreast with new technologies that speed up the production while improving the 

quality.  
- To familiarize himself/herself with each publication’s guidelines and style guide and provide 

feedback/updates to the Production Head and related team members. 
- To create a checklist for production milestone with the Production Head.  
- To keep all information about a submitted manuscript confidential, sharing it only with those 

involved in the review and publication processes. 
- To perform any other related tasks required by the Press, as needed. 

4) Qualifications 

Education and Certifications 

▪ Bachelor’s degree in graphic design or any other related field. Master’s degree is preferred.   

Languages 
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▪ Arabic (Fluent)  
▪ English (Fluent) 
▪ French (Preferred) 

Experience 

- A minimum of 3 years of experience within an editorial, or communications environment 
preferably in a university setting. 

- Previous working experience in typesetting. 
- Familiarity with the production process of books and journals. 
- Demonstrates professionalism and integrity in dealing with team members.  

5) Competencies 

Behavioral Competencies Proficiency Level 

Approach to detailed work Advanced 

Skills in written English and Arabic, including spelling, grammar and 
punctuation.  

Advanced 

Ability to ensure consistency of style within a document Advanced 

Familiarity with established reference manuals and guidelines Advanced 

Time-management, organizational and interpersonal skills Advanced 

Ability to work under pressure and to meet deadlines Advanced 

Confidence, integrity and collaboration  Advanced 

Technical Competencies Proficiency Level 

Design software such as Illustrator and InDesign Advanced 

Editorial Manager and Production software  Advanced 

Microsoft Office Advanced 

6) Key Performance Indicators (KPIs) 

- Number of delivered projects in line with the production timeline and quality standards.  
- Number of error-free delivered projects.  

7) Employee Acknowledgement  

Employee Name: Staff Number: 

Signature:  Date of Acknowledgment: 

8) Endorsements/Approval  

Endorsed by Human Resources Department:  Approved by Vice President: 

   

 
 

Date: Date: 

 


