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Job Description – Courseware Manager 

Scope of Position: 

The Courseware Manager is a member of the management team responsible for the general direction and 

management of the Courseware Development department, in alignment with the goals of the company. With 

specific responsibility for the department business plan, project planning and oversight of new product 

development, department resource planning/ management, and administration of all routine publishing 

activities. The Courseware Manager is also responsible for maintaining, expanding and protecting CCI’s 

portfolio of copyrighted and licensed content. 

Specific Responsibilities: 

1. Develop the annual Courseware Development business plan and budget in conjunction with the 

Executive Team. 

2. Prepare detailed specifications and proposals, supported by sound business and financial analysis, 

for all new content development projects for approval by the Executive Team; and maintain 

comprehensive records thereof. 

3. Liaise with CCI’s print and digital fulfillment suppliers to determine required physical specifications 

and style designs of individual printed books and eBooks appropriate to market needs and 

cost/price constraints; and liaise with the suppliers regarding first production copies and timing. 

4. Determine the needs for resources – staff, contractors, technology and other; assist as required in 

sourcing these resources; and coordinate their efficient deployment. 

5. Continually seek to expand and improve CCI’s cadre of contract writers and editors. 

6. For each development project, either (a) designate a project manager to take responsibility for the 

project as a whole, and monitor their ongoing activity through to project completion; or (b) if 

necessary, assume the role of project manager by default. 

Make reasonable efforts to ensure that as far as practicable new book content is eligible for Canadian 

government financial assistance. 

7. Control all department and development costs against the business plan and individual project 

proposals, making reasonable efforts to ensure that as far as practicable new content is eligible for 

Canadian government financial assistance. 
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8. Agree the development schedule for individual development projects with the appropriate content 

architect. 

9. Take specific responsibility for writing and the managing of writers, as well as editing, desktop 

publishing and productizing of all new content prior to release, and in respect of any subsequent 

updates and upgrades. 

10. Maintain the CCI style guide, with periodic updates as and when necessary. Accumulate and 

disseminate feedback on writing, editing and proofreading to ensure the highest standards in the 

accuracy and format of CCI content. 

11. Accumulate all customer feedback regarding product quality, technical and other errors requiring 

amendment or correction in future product upgrades; and provide prompt feedback as required to 

the senior management and sales teams. 

12. Execute and maintain contract documentation with independent writers, editors and other 

development contractors. 

13. Maintain a comprehensive up-to-date database of all CCI owned and licensed content. 

14. Maintain copyright and similar registrations and internal records thereof in respect of all content 

developed and owned by CCI. 

15. Advise the executive team of all reported instances of possible breach or other abuse by any third 

parties of CCI’s copyrights and provide assistance as required in respect of any necessary remedial 

action. 

16. Assist as required in preparation of applications for government assistance and maintain 

appropriate records to facilitate this purpose. 

17. Play an active and constructive role as a member of the management team. 

 

The ideal candidate should: 

• be certified in all Microsoft Office applications 

• knowledgeable and extremely comfortable with Microsoft Office 

• be able to test exercises 

• be able to review and edit content  

• possess the ability to create or correct content  
 
The candidate should: 

• understand how to and the needs of mappings to state and country standards 

• understand the needs of teachers in classrooms 

• understand education philosophy and teaching models 

• understand the flow of semester hours, classroom time, and so on 


