JOB DESCRIPTION

POSITION TITLE:

Creative Director




REPORTS TO:

Director of Marketing-Communications

PRIMARY FUNCTION: 
Manage, design and produce printed and online communication materials and projects that will promote the college with strong visual consistency, high quality, accurate and creative  products.

AREAS OF RESPONSIBILITY:


1.
Graphic Designer: design and produce printed and online communication material used in internal and external marketing-communications initiatives. Maintain a high standard of quality and visual consistency in printed and electronic materials. Ensure quality, accuracy and client satisfaction, within time constraints and budget guidelines.

2.
Project Manager: Work closely with the Director of Marketing-Communications to determine department workload and priorities related to publication projects. Keep database timely and updated.

3. 
Printing and Print Vendor Manager: Monitor and access the approximately $600,000 in annual printing costs generated through the marketing-communications department while proactively looking for cost savings and improved procedures. Work closely with print vendors to determine best-practice procedures.   

4.   
Supervisor: Give final approval of all print projects prior to production.  Critique the graphic designer’s major projects with an eye to educating and mentoring the designer.

5.
Departmental Leadership Team: Serving in a leadership capacity to other members of the Marketing-Communications team. Provide creative leadership and ensure attention to detail, timely meeting of deadlines, accuracy of information and professionalism. Provide support for other members of the team. Work with the Director of Marketing-Communications to proactively mentor junior member of the design staff and others.



SUPERVISORY RESPONSIBILITIES: 
Graphic designer (1.0 FTE)

CONTACTS: 
Regular contact with college wide clients, staff members in the Marketing Communications department, freelance designers, writers, photographers, print vendors.  Occasional presentations to college senior leadership team.
EDUCATION: 
Essential: 
Bachelor’s degree (BFA or BA in fine arts) 

with some advance graphic design training

Desirable:
Post-baccalaureate or master’s degree in graphic design or advertising

EXPERIENCE:
Essential:
7 or more years of design, pre-press, production, art direction and project management experience. This individual must have strong conceptual, typographic, communication and project management skills, and must be proficient with Quark, Indesign, Illustrator and Photoshop. A thorough understanding of the Macintosh production and printing process, as well as familiarity with Microsoft Office, are essential. Knowledge of Dreamweaver and HTML, as well as flatbed and slide-scanning procedures, are helpful.




Desirable:
Experience in advertising art direction and managing staff.

KNOWLEDGE, SKILLS, ABILITIES:
Ability to maintain a high standard of design and visual consistency, accuracy, timeliness and client satisfaction, while working within budget guidelines. Ability to work in a collaborative, deadline-driven environment is essential. Ability to work with print vendors to coordinate printing and negotiate prices. 

PHYSICAL DEMANDS:
 


WORKING ENVIRONMENT:
Office environment with occasional on-campus and off-campus location photo shoots. Occasional off-campus travel. 
WORK SCHEDULE:

FTE:
1.0

Term: 
Full Year

Shift: 
Full-time, with nights and weekends as the job demands.

APPROVAL:                                     Director of Marketing-Communications           

DATE:



September 2007


