LICENSING PARTNERSHIPS ADMINISTRATOR (PART-TIME)


The position sits within the Business Development, Licensing & Rights team of V&A Enterprises Ltd.   The team is responsible for gaining permissions and granting rights for use of the V&A brand, and content for use in merchandise, publishing, licensing, digital projects and media partnerships. The team reports to the Director of Business Development and Licensing.  This role combines administrative support and the customer-facing management of licensee relationships.
Key Objectives
· Administrative and Secretarial Support: To support the Director of Business Development and Licensing  in the timely, efficient and professional management of Brand and Image Licensing

· Clerical and Financial Support: To oversee royalty returns, and monitor advances from brand and image licensees and to support colleagues in the Finance Department 
· Day-to-day Account Management: To liaise with licensees, supporting and maintaining relationships, ensuring regular communication and optimising licensing partnerships
· Legal and Contract Management: To manage and renew Trade Mark registrations as directed 
· Support of international representatives: to liaise with VAE’s representatives in Japan, ensuring Licensing communications and support are shared equally with Japanese business
Specific Duties
1. To agree schedule of administrative priorities as directed by Director of Business Development and Licensing, and to carry out same
2. To liaise with clients and Finance Department to ensure contracted annual minimums are reconciled as appropriate and paid according to deadlines. 
3. To liaise with clients and Finance Department to check, record and reconcile quarterly royalty returns. To provide regular updates to the Director of Business Development and Licensing.
4. To establish and maintain regular communication with Licensees, ensuring smooth day-to-day relationship management, and highlighting opportunities and issues as appropriate to Director of Business Development and Licensing
5. To monitor the licensing email account, responding to enquiries appropriately,  efficiently and quickly 
6. To monitor the terms of license agreements and notify the Director of Business Development & Licensing when renewals are due.

7. To monitor Non-Disclosure Agreements for brand and image licensees as advised by the Director of Business Development & Licensing.  

8. To ensure client contact records are accurate and kept up to date for the purposes of financial control and marketing.
9. To liaise closely with Research and Development Manager and Designer to ensure regular updates of licensee list for wholesale enquiries.
10. To monitor Trade Mark registration status and facilitate new applications and renewals by liaising with VAE’s external legal advisor and as directed by the Director of Business Development and Licensing

11. To liaise regularly with the VAE representative in Japan, to ensure relevant information about VAE and museum activities is provided to assist in the development of licensees in Japan.
12. To act as point of contact for the co-ordination and running  of events and meetings,, including Licensees’ Theme Workshops and annual meetings of licensees arranging appropriate spaces, meeting rooms, collecting guests from reception, etc 
13. 
14. To carry out other related duties as the business may reasonably require

Please submit the application for Licensing Partnerships Administrator (Part-Time) to 

Sharon Rowland, V&A Enterprises, Victoria and Albert Museum, South Kensington, London, 

SW7 2RL or by e-mail to s.rowland@vam.ac.uk by Friday, 23 August 2013.  

Please note that, due to the large amount of applications we receive, we are not able to acknowledge receipt of all applications.  If you have not heard from us by 10 September 2013, please assume that, regrettably, your application has been unsuccessful this time.
