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	Position Title:
	Graphic Designer
	Date:
	April 2018

	Role Reports to:
	General Manager of Marketing & Engagement
	Direct Reports:
	Nil.

	Role Purpose:

	Complete all graphic design requirements and layout for all publications and material for MDS. As well as provide support to the digital marketing of MDS and all MDS events.


	Key Accountabilities:

	#
	Accountability
	Activities
	Performance Benchmark

	1
	Design and Production
	· Design marketing materials for print including, but not limited to flyers, booklets, posters, annual reports, newsletters, advertisements and merchandise
· Create digital content for use online including but not limited to graphics, images and videos for the MDS website, social media and external advertising websites.


	· Design and production completed according to the MDS Style Guide and all work maintained in a design file on the server in correct size, format and resolution
· Marketing materials created according to deadlines and design briefs


	
	
	· Liaise with media agencies and suppliers (such as printers) for advertising and printing
	· Discussions held with suppliers to ensure our marketing materials and advertising appears as per our brand guide


	
	
	· Acquisition of images, photographs, illustrations and artwork in accordance with any copyright legislation. 
· Ensure Brand consistency across all media in conjunction to the MDS style guide
	· Images acquired and maintained in an image library on the server in correct size, format and resolution
· MDS brand is showcased consistently across all mediums.

	2
	MDS Marketing & Promotion
	· Promote MDS services to the wider community

· Participate in the development of the MDS marketing strategy and ensure the strategies are implemented

· Represent MDS at official functions and meetings as required.
	· Ensure MDS is marketed to the wider community via event campaigns and ongoing marketing strategies.

· Strategy is developed and implemented and set outcomes are achieved

· MDS is represented and marketing completed.

	3
	Event Support
	· Design all graphic materials for MDS events, including but not limited to (event programs, tickets, flyers & signage.)
· Provide support at MDS events, including but not limited to (event set up, pack down, ticket sales, event photography, registration desk, ushering etc.)

· Attend and participate in the MDS Events Committee
	· Event materials created according to deadlines and design briefs
· Tasks completed at events (as per requests.)

· Attendance at MDS Events Committee meetings

	
	
	
	

	4
	Internal Processes
	Complete electronic time sheets daily, vehicle log sheets, incident, accident and hazard forms as required.

Complete all administration requirements of the role as required (i.e. keeping a graphic design log)


	All requirements provided in a timely and accurate manner

	5
	Teamwork
	· Contribute to the development of Macarthur Disability Services through active participation in meetings and planning sessions.
	· The position holder actively participates in all meetings.

	6
	Personal Development
	· Identify opportunities for personal growth and development and undertake training as required
	· The individual development plan is completed within the agreed timeframes.

	Decision Making
	Independently
	The position holder is responsible for day to day coordination and completion of design requirements for the organisation 

The position holder is responsible for supporting the organisation in all events  

	
	Refer up
	Expenditure outside the agreed budget; ideas for developing the profile of the service; and all design work for final sign off and approval

	
	Cascade down
	NA

	Key Relationships / Interactions

	Internal:
	External:

	General Manager of Marketing & Engagement – Daily, to seek advice and guidance on workload and / or organisational procedural

Other MDS Employees – As required, to discuss design briefs and seek approval for design work
	MDS Clients – As required, to market MDS and provide event support
Community Stakeholders – As required, to market MDS and provide event support

	Key Role Challenges

	1.
	Meeting design deadlines 

	2.
	Identifying opportunities to market and promote MDS and its clients to community stakeholders given the community perception of the limited contribution of people with a disability.

	3.
	Finding the most effective way to represent and market MDS, and it’s clients, to a diverse range of community stakeholders while maintaining the dignity of the client and services provided by MDS
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	Knowledge / Qualifications
	Skills
	Experience

	Qualifications in Graphic design (Diploma or degree)
Awareness of client confidentiality and privacy requirements.

Knowledge of computer software including Adobe Software: Indesign, Photoshop and Illustrator and Office Software: Excel, Word, Outlook, Access & PowerPoint, 
	Communication & Influence – Excellent communication style (written, visual and oral) with the ability to communicate effectively with both internal and external stakeholders
Working within a Team – Support all departments within MDS in their design and marketing requirements
Developing Self – Identify opportunities for self-improvement and working with the General Manager to develop them.

Develops & Shares Knowledge and Innovative Ideas – Pro-actively contribute to the development of ideas for the enhancement of MDS.

Planning and Organising – Ability to plan, organise and establish work priorities to manage multiple projects coupled with the ability to follow a brief and work to set timeframes.
Building Relationships & Growing the Business – Actively market and promote MDS to open up opportunities


	Design and publishing experience 
Marketing and promoting services.
Events Management
Working as part of a team.
Time management. 
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