
JOB DESCRIPTION

POSITION TITLE

Graphic Designer



REPORTS TO:

Director of Marketing-Communications

PRIMARY FUNCTION: 
Create, budget, design and produce printed and online communication material used in internal and external marketing-communication 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; develop formal and informal networks on campus; continue professional development; provide support for other members of the marketing-communications team.

AREAS OF RESPONSIBILITY:


1.
Meet with clients/colleagues in the St. Olaf community or members of the marketing-communications team to receive information about the project (including goals, objective, target audience, budget concerns and timeline), fill out creative brief, research project.

2. 
Conceptualize/ brainstorm, design projects

3.
Conduct image research, select or shoot photography, find paper samples

4.
Pre-press/Production. Fine-tune the final approved project and get it ready to go to the printer. Fill out spec sheet and meet with printing vendor.

5. Set up and coordinate photo shoots and direct photo shoots

SUPERVISORY RESPONSIBILITIES: 
Supervise freelance photographers during photo shoots. 

CONTACTS:
Staff members in the Marketing-Communications department, freelance designers and with colleagues/clients on campus such as Partners in Annual Giving. Externally, freelance writers, designers and photographers, and printing vendors.

EDUCATION: 
Essential:
Bachelor’s degree (BFA or BA in fine arts) with emphasis in graphic design


Desirable:
Advertising art direction a plus.

EXPERIENCE:
Essential:



Desirable:
2-3 years of design and production experience. Experience in Advertising Art Direction a plus. This individual must have strong conceptual, typographic, communication and project management skills, and must be proficient with Quark, 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. 

KNOWLEDGE, SKILLS, ABILITIES:

Basic skills needed for the job: 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.

PHYSICAL DEMANDS:


WORKING ENVIRONMENT:
Office environment with occasional on-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:                                                Amy Gage, Director, marketing-communications
DATE:




3/7/05

