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	JOB DESCRIPTION


	Form

JD1

	JOB TITLE: Graphic Designer


	POST NUMBER: 


	REPORTS TO:  
	Senior Communications Manager


	DEPARTMENT: Communications
	GRADE: 7


	JE REF:
	0120
	PANEL DATE:
	24/08/2021


	1.
	MAIN PURPOSE OF JOB 

To provide graphic design and rich content development for the Communications team and City of York Council.
· Develop and deliver directorate communication campaigns with specific goals and work programmes that support the maintenance and development of York’s regional, national and international position, in line with the priorities of the council.
· Produce and manage creative, relevant and timely design and artwork for the external and internal audiences to ensure that York maintains and develops its regional, national and international profile as an exceptional city, an excellent place to live, work and visit.
· Build, maintain and manage strong working relationships with internal and external stakeholders, to support the delivery of the council’s priorities and management of the council’s reputation.


	2.
	CORE RESPONSIBILITIES, TASKS & DUTIES:



	
	i. 
	Produce and manage creative, relevant and timely design and artwork for the external and internal audiences to ensure that York maintains and develops its regional, national and international profile as an exceptional city, an excellent place to live, work and visit.

	
	ii. 
	Work with the communications managers to develop and deliver directorate communication campaigns with specific goals and work programmes that support the maintenance and development of York’s regional, national and international position, in line with the priorities of the council.

	
	iii. 
	Using the council’s style guide and accessibility standards, design city-wide communications materials, including newsletters, brochures and leaflets, info-graphics,  photography and digital content.

	
	iv. 
	To support the procurement of external suppliers, and liaise with them where necessary to ensure the end campaign product meets the needs of the council, commissioning and managing external suppliers where necessary.

	
	v. 
	Produce rich interactive or video content and infographics for council social media channels and to distribute to media outlets

	
	vi. 
	Develop and maintain the council image library, including retaining consents and adhering to GDPR practices

	
	vii. 
	Manage the council’s visual identify, adhering to brand guidelines 

	
	viii. 
	Play an active and committed role in the communications team by presenting a professional attitude and being an ambassador for the team. 

	
	ix. 
	Assist in the management of incident communications, attending training and improving practices

	
	x. 
	To advise and provide alternative/ additional formats where they are beneficial to the council’s approach to e.g. files suitable for web and social media.

	
	xi. 
	To produce all materials in line with the council’s brand and accessibility guidance.  To advise teams on this guidance as required and enforce its use wherever necessary.

	
	xii. 
	To coordinate publicity opportunities across the activities of the various service areas in order to raise the awareness of the activities of each area and be cost effective.

	
	xiii. 
	Edit, rewrite and proof copy for materials as required.

	3.
	SUPERVISION / MANAGEMENT OF PEOPLE

None.
 

	4.
	CREATIVITY AND INNOVATION

The post-holder is encouraged to be creative and imaginative when creating communications and interpreting messaging associated with the role.

Several aspects of the council’s work are a UK-first; therefore the post-holder will need to be open to new ideas and new ways of working.
The nature of the work means that it is often unpredictable, with requests for work coming in at short notice which need a great deal of flexibility and innovation to meet very tight deadlines.

Often working with very little guidance, they must develop and manage creative proposals which will meet the needs and agreement of all stakeholders.



	5.
	CONTACTS AND RELATIONSHIPS

External 

· Contact with the communications and design industry at local and regional level
· Representing the council / communications team at local and regional conferences and events
· Networking with other local authorities and public and professional bodies on communications projects. 
· Liaising with external suppliers, agencies and partner organisations is an essential part of this role. Suppliers may include printers, designers, promotional merchandise suppliers, distributors etc. The role will involve researching suppliers, securing quotes, placing orders, sharing information, liaising on print and proofing printers’ proofs. 
· Building relationships with staff across all levels
· Contact with senior CYC officers, as well as elected members
· The post-holder occasionally needs to communicate programme updates to different departments.
· Close working relationship required with all Communication Team members to share knowledge and guidance and coordinate activities where appropriate and to pro-actively prioritise work/ manage workloads.
· The post holder will need to meet with clients at all levels to determine and advise on the best solution to their communication needs and to ensure that the rest of the Communications Team is kept aware of any work agreed.


	 6.


	DECISIONS – DISCRETION AND CONSEQUENCES
Discretion

· The post-holder will be responsible for producing design and social media content
· The post-holder will be responsible for producing communications materials for all council work
Consequences
· The post-holder must not risk reputational damage from controversial or inappropriate design or social media content
· The post-holder is required to represent the council at events in a professional and competent manner.
· The post-holder must adhere to the media protocol and council style guide.


	7.
	RESOURCES – financial & equipment

(Not budget, and not including desktop equipment.)

iMac (Retina 5K, 27-inch), 4.2 GHz Intel Core i7 with 32GB DDR4 ram (£1300 new)
External hard drive to keep the files on (3TB )
Licence for Adobe creative suite CC2021 (Indesign, Illustrator, Photoshop, Premiere) 
Licence for MS Office (Word, powerpoint, Excel)


	8.
	WORK ENVIRONMENT – work demands, physical demands, working conditions and work context

Work demands

· Work is subject to the demands of balancing immediate internal and external customer needs 
· Work is subject to the challenges of a very fast moving and complex environment.
Physical demands

· Sitting and working at a computer screen for long periods.
· Attendance may be required at off site events which could involve physical activity and long periods of time on foot.
Working conditions

· Standard office conditions although some travel may be required around York and the wider region. Occasional out of office hours working may be required, particularly during incident.
Work context

· Normal office environment. 



	9.


	KNOWLEDGE AND SKILLS

· Relevant graphic design qualifications (A level or equivalent)
· Ability and enthusiasm to become a team player in the communications team, supporting a range of projects in a fast-moving environment
· Experience of identifying, designing and delivering campaigns

· Good knowledge of a range of communications skills including marketing techniques, advertising, the media, social media, internal communications, and publications 

· Creative and actively looks for imaginative design ideas.
· Experience of how digital and graphic design technologies can be used for the betterment of York
· Previous experience of producing successful printed or social media content is essential
· Displays excellent customer service skills, and ability to liaise with internal clients and external suppliers
· Excellent written communication skills
· Ability to research and compile information and communicate to others
· Flexibility and adaptability to work across a range of activities
· Well-organised, with ability to capture key actions arising from meetings. 
· Experience of In-design, Illustrator, Photoshop or similar graphic design packages desirable.
· Possession of an enthusiastic and energetic approach to work
· Keeping up-to-date with current trends in design to make sure that the work is relevant and innovative
· The jobholder needs tact and diplomacy in dealing with sensitive issues and must have well-developed political acumen
Ability to converse and provide advice and guidance to members of the public, in spoken English, to Common European Framework of Reference for Languages (CEFR) - level C2 - Mastery or proficiency - Can express him/herself spontaneously at length with a natural conversational flow, avoiding or backtracking around any difficulty so smoothly that the person with whom they are conversing is hardly aware of it. Can understand with ease virtually everything heard or read.


	10.
	Position of Job in Organisation Structure
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Senior Communications Manager





Graphic Designer





Reports to: 


Head of Communications
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