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Occupational Therapy Assistant
JOB DESCRIPTION

Graphic Design Specialist

Page 2

GRAPHIC DESIGN SPECIALIST
Employee Name (Print): _______________________________________

Reports to:
Executive Director of Public Relations
Dept./School:
Central Office
Paygrade: Pro-2
Wage/Hour Status: 
Exempt
Revised Date: December 2014
This job description reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks that may be assigned.

Primary Purpose:

Responsible for creating original designs and graphic images for use in print production of promotional, educational, and operational materials for the district; and performing other related duties as assigned.
Qualifications:

Education/Certification:

Preferred Bachelor’s Degree or specialized training and certification in graphic design or related field
Special Knowledge/Skills:

Knowledge of design principles and techniques

Knowledge of requirements for preparation of digital files for offset printing

Knowledge of color harmony, balance, lettering and freehand drawings

Knowledge of computers and various graphic software packages including Photoshop, InDesign, Pagemaker, Digital Photography, Video Production, Adobe Acrobat, Adobe Illustrator or Freehand, scanning and photo editing

Ability to create original designs using computer programs as well as freehand drawing

Ability to evaluate and advise concerning technical problems including computer compatibility and physical limitations such as folds, sizes, type faces, colors, etc.

Demonstrated skills in writing, proofreading, and editing

Effective organizational communication and interpersonal skills

Ability to handle multiple projects and meet deadlines

Attention to detail a must
Experience:

Two years editorial or desktop publishing experience

Experience in a printing environment preferred

Major Responsibilities and Duties:

1. Creates original designs for printing utilizing departmental graphics programs as well as freehand drawing.
2. Consults with supervision regarding all phases of pre-press production.
3. Assist with production and publication of district publications.
4. Maintains inventory of publications and maintains an image library and a graphic design, artwork, and publication archive.
5. Makes recommendation for equipment and software upgrades.
6. Create camera-ready materials.
7. Compile information and prepare reports as needed.

8. Respond to routine inquiries; refer appropriate inquiries to public information officer.

9. Assist with proofreading district publications.

10. Artistically translate communication needs into an artistic design as directed by the Director of Public Relations.

11. Effectively meet the deadlines established by the Public Relations Work Order System as managed by the Director of Public Relations.

12. Assist with developing and designing materials, graphic designs, video and photography, for the TEACH Channels and other district publications and events.

13. Communicate effectively with other district personnel and district vendors as appropriate.

Equipment Used:

Computer, scanner, printer, calculator, fax machine, copier, multi-line telephone system, and other modern office equipment. Audiovisual equipment.

WORKING CONDITIONS:

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations will be made if necessary:

Physical Demands:

While performing the duties of this job, the employee is regularly required to sit; stand and move throughout the room and/or facility. Duties also require repetitive hand motions; prolonged use of computer; moderate standing, stooping, bending, lifting/transport of up to 50lbs and the ability to work with frequent interruptions.
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The foregoing statements describe the general purpose and responsibilities assigned to this job and are not an exhaustive list of all responsibilities and duties that may be assigned or skills that may be required. 
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