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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  GRAPHIC DESIGNER
1.00
GENERAL STATEMENT
1.01
Position Scope

a. The Graphic Designer is responsible for coordinating, developing, and disseminating information to enhance the College's image.  Tasks include production of the college’s publications and management of the college website.
b. The Graphic Designer participates in the formation of general college policies as a member of Standing Institutional Committees and through appointment to a task force or consulting groups as requested by the President.

2.00
SPECIFIC STATEMENTS

2.01
Position Function and Category

a. Reporting Relationship: 
Reports directly to the Director of Admissions / Marketing

b. Function/Category of Position:
Institutional Support / Management and Supervision

c. Terms of Employment:

Full-Time

d. Salary Category:  


 III

2.02
Supervision

a. Supervision Received:
Directly responsible to the Director of Admissions / Marketing

b. Supervision Exercised:  
The Graphic Designer may supervise student assistants assigned to the area in consultation with the Director of Admissions / Marketing
2.03
Key Areas of Responsibility
a. Create original concepts and designs for print and digital marketing channels including newsletters, programs, e-newsletters, billboards, websites, video, social media, digital signage, brochures, and email.

b. Contribute to ongoing development, implementation, and evolution of the college brand and adhere to brand guidelines in all work. 
c. Stay abreast of current marketing and design trends across all media.

d. Develop advertisements and promotional pieces in cooperation with area supervisors.

e. Coordinate printing of materials with external companies and campus services.

f. Maintain the college’s website.  Ensure compliance with federal accessibility guidelines.

g. Oversee college photo and video assets by managing the photo library and working with campus colleagues to add to the college database.

h. Serve as a member of the Marketing Committee.

i. Assist the Director of Admissions/Marketing in the development and implementation of the college's marketing plan.

j. Assist the Director of Admissions/Marketing and other departments in the organization and schedule of photo and video shoots.

k. Assist with fall and spring on-campus events hosted by Admissions.

l. Assume other duties as assigned by the Director of Admissions / Marketing.
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Allen Community College is committed to a policy of nondiscrimination on the basis of race, sex, color, national origin, religion, age, and disability in admissions, educational programs or activities, and employment; all as required by applicable laws and regulations under the Title VI Civil Rights Act of 1964, the Title IX Regulations of 1972, Section 504 of the Social Rehabilitation Act of 1973, and the Americans with Disability Act of 1990. Responsibility for coordination of compliance and receipt of inquiries has been delegated to the Vice President for Student Affairs, Allen Community College, 1801 North Cottonwood Street, Iola, Kansas 66749, 620-365-5116, vpsa@allencc.edu.
