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Curriculum Vitae

Name:

Melanie Marshall (née Harrison)

Address:
44 Hillside View, Peasedown St. John, Bath, BA2 8ES
Tel: 

07976 736426
Email: 

violetterror@hotmail.com 

Find me on LinkedIn!: uk.linkedin.com/pub/melanie-marshall/1b/920/628/
Profile: 

· Experienced editor and project manager of quality non-fiction, fiction, illustrated and non-illustrated titles (including academic textbooks, fiction and non-fiction, ebooks, ePUB files and websites).
· Expertise in the educational and academic sector
· Excellent copy-editing, copywriting and proofreading skills; attention to detail is a definite strength of mine.
· Very adaptable writing style, can write for a wide range of different readerships 
and purposes. 
· Excellent communicator with authors, editorial and design colleagues, outsourcers 
and clients. I form strong working relationships and am an integral part of a successful team. 
· Superb project management and administration skills. I am experienced in commissioning, planning content, copywriting and subbing.
· Efficient and effective organisational and time management skills; working within tight budgets and schedules. 

· Creative, reliable, enthusiastic and extremely hardworking. I am excellent at organising my own busy workload and time management.
· Composing concise and timely creative marketing and web copy.
· Accurate archiving and filing and careful administration and research. 
· Excellent time management.
· Skilled at using a wide range of IT applications on PCs and Macs, including Quark Xpress and Adobe InDesign.
· Active social media user (including Facebook, Twitter, Tumble and Instagram) who understands the platforms and how to attract and engage an appropriate and large audience. 
· I have a grounding in basic Google analytics and I am quick to learn and retain knowledge of new computer systems and formats. 
Current Employment:

January 2010–Present
Freelance Copy-editor, Proofreader, Indexer and Writer

· I regularly proofread and copy-edit for Routledge, Manchester University Press, The Guardian Books, Oxford University Press, I.B. Tauris, Taylor & Francis, The International Baccalaureate Organisation, Edward Elgar, Head & Heart Publishing Services, Parthian Books, Red Squirrel Books, D.B. Publishing, Golden Guides Press, Iconau, Parragon, Wacky Bee and Persephone Books.

· I edited and wrote for the NCT Charity’s branch magazine, writing, collating and editing a number of articles on parenting issues and liaising with writers, advertisers and printers.  

· I wrote three books in the ‘Discovery Kids’ licensed brand for Parragon Books: Discovery 3D Sticker Scene – Cute Animals, Animal Survivors and Fascinating Sharks. 

· I was a freelance marketing scout for Yelp.co.uk’s Bristol site. This involved reviewing places of interest, building up relevant contacts through social media and composing and editing extensive marketing copy. 

· Project managed, edited and proofread various publications by Intellect Books, including: Beyond Auteurism by Rosanna Maule, Bringing Down the House: the Crisis in Britain’s Regional Theatres, by Olivia Turnbull, Australian Post-War Documentary Film by Deane Williams, Zapolska’s Women: Three Plays by Teresa Murjas and New Flows in Global TV, by Albert Moran. 

· Copy-editor on an English translation of The Grand Old Man of Hong Kong by Professor Victor Zheng (Hong Kong University) and Charles Chow, Joint Publishing, Hong Kong, 2010.

· I researched and wrote spreads on ‘Slow Food’ in Herefordshire, Worcestershire and Shropshire in Alastair Sawday’s Go Slow England book published 2008.

· Fiction: my short stories have appeared in Pen & Inc Press’ anthology of new writing Concertina, The Moth magazine, Momaya Press, Prole Books and The Ghastling.
· I have written book, arts, film and music reviews and articles for creative arts website www.transitiontradition.com, Amelia’s Magazine www.ameliasmagazine.com and I was a music reviewer for (now no longer in print) Venue Magazine.
January 2010–November 2013

Part-time Assistant Book Publisher, Intellect Books, Bristol

· I managed the editing, production, publication and marketing of a portfolio of academic books from authors and editors across the world. This included building good author/editor/public relations, working closely with designers, typesetters, editors and printers and working within a specified budget and timescale. After the birth of my son I chose to focus on my freelance business full-time.

Employment History:
April 2009–January 2010

Assistant Editor, Parragon Books, Bath

· I project managed the editing, production and publication of a portfolio of over 100 educational children’s books and electronic books from concept to publication. 
This included building good author/editor/public relations worldwide, working closely with designers, paper engineers, sales people, proofreaders and printers and working to a consistently high standard within a specified budget and timescale.

· I commissioned, researched and wrote timely and relevant internal and back cover copy for children’s titles, including storybooks and quiz books. I sourced images and wrote accurate design briefs.
· I was responsible for agreeing and maintaining realistic budgets and schedules for all the titles. 
· I identified potential new authors, illustrators and other contributors and liaised with Safety Coordinators about safety requirements, up-front testing and other safety issues.
· I edited and proofread copy and also made amendments to text using Adobe InDesign and Quark (for older files). This required attention to detail and consistency with house style and awareness of the market.
· I was solely responsible for managing all reprints in the children’s department. 
· I met deadlines for sales material, book fair material and customer presentations.
· I conducted various administrative processes including dispatching books to authors and freelancers, updating databases and responding to a wide range of calls, emails and queries.  
· Chaired monthly team meetings.

· I was aware of the needs of key customers and different markets and territories. 
I kept up to date with developments in the world book market and with 
competitor products.
October 2007–April 2009

Book Publishing and Marketing Assistant, Intellect Books, Bristol

· I managed the editing, production, publication and marketing of a portfolio of academic books from authors and editors across the world. This included building good author/editor/public relations, working closely with designers, typesetters, copy-editors and printers and working within a specified budget and timescale.

· I researched and wrote press releases, letters, blurb, adverts and author information for new books and journals, including information to be utilised by their US distributor, The University of Chicago Press.
· I built up a database of over 800 relevant international and UK reviewers including contact details and lead times that Intellect uses everyday. I liaised closely with national journalists and publications, supplied review copies of books, and supplied subsequent reviews to authors and other interested parties in a timely, sensitive manner.

· I was responsible for all of the company’s e-marketing strategies.

· I managed the production and distribution of eBook versions of all titles. 

· I established and maintained Intellect’s Publicity blog (including research, editing and copywriting).

· I established Facebook groups, Twitter and other social networking profiles for the company and set up/contributed to various relevant online forums on behalf of 
the company.

· Regularly updated the website and I also helped to develop new web 2.0 platforms for a new interactive website. 

· I designed adverts, order forms and press releases for publication using Adobe InDesign templates.
· I was the editor and main writer of ‘IQ’ (Intellect Quarterly) magazine that went out to authors, readers and the academic community. This required attention to detail and consistency with house style.
· I conducted various administrative processes including dispatching books, updating FileMaker Pro databases and assisting the editorial team with filing, sending out marketing materials and responding to a wide range of calls, emails and queries.  
· I attended various academic conferences throughout the UK and abroad where I represented the company, promoted their ethos and sold books and journals from a stand. I was also the sole representative of the company at the 2008 Frankfurt Book Fair, meeting with distributors and sales people from across the World.  
· Chaired monthly company meetings.

Education:

2003–2004

University of East Anglia, Norwich 

Gained MA Creative Writing (with modules in Prose writing, Adaptation and Publishing).

2000–2003

University of Wales, Cardiff

Gained BA English Literature (2:1).

1993–2000

The Ridgeway School, Wiltshire

Gained 3 A-Levels and 9 GCSEs.

Training:

I completed the Chapterhouse Proofreading and Editorial Skills course at Chapterhouse 
in Exeter (June 2008).

Interests and activities

Writing articles, fiction and poetry, and performing my work at local ‘open mic’ nights. My short stories have been published by The Ghastling, The Moth, Momaya Press and Prole Books and my novel Noir Gris was longlisted for the Mslexia Prize. Music of many different genres. Reading a wide-range of fiction, non-fiction and magazines. Visiting areas of cultural, historic and geographical interest (I am a member of the National Trust), art galleries and theatre. Cycling. Organic and local food (I am a member of the Soil Association), cooking and the environment.

Referees  

Available on request. 
