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Title: Graphic Designer (Maternity Cover) 

Responsible to: Marketing and Admissions Manager 

Reporting to:   Marketing and Admissions Manager 
 
Grade: 6 
 
Contract Status: Maternity Cover (12 months) 
 
Hours of work:  Full Time (37h p/w)  
 
Date:  January 2019 

 
 

Role Summary: 
 

To support the provision of a professional marketing service to the College through 
creating, designing and managing the visual elements of the College’s external and 
internal marketing activity including online, social media, outdoor marketing, 
printed collateral and other internal and external communications. 

 
To own and manage the graphic design work schedule in line with the annual 
marketing plan. Designing engaging and targeted marketing materials for offline 
and online integrated marketing campaigns to promote the college and the courses 
it offers. 
 
 
Key Responsibilities: 
 
 

• To work as part of the College marketing team to design engaging and 
targeted marketing materials for offline and online (including animation) 
integrated marketing campaigns to promote the college and the courses 
it offers, managing projects from initial concept through to final 
delivery. 
 

• To use a variety of programmes and media to create campaigns on Desk 
Top Publishing (DTP) packages on Apple products including InDesign, 
Illustrator, Photoshop, Flash, Acrobat and Lightroom. 

 
• Taking ownership and responsibility for the design schedule to facilitate 

the annual college marketing plan, co-ordinating workload with the 
marketing team and ensuring all deadlines are met 

 
• To use Trello for project management and tracking of work progress. 
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• To manage the creation of designs for the college’s suite of prospectuses 
taking on feedback from students and focus groups to ensure designs are 
engaging to our target audiences 

 
• To be guardian of the City College Southampton brand, following and 

maintaining adherence to the brand guidelines 
 

• To develop and manage the photograph library, ensuring photography is 
kept up-to-date and organised 

 
• To manage all external and internal print processes, including obtaining 

and negotiating quotes, scheduling deadlines and confirming print 
finishes 

 
• To create animated graphics for use on social media, digital advertising 

and other online promotional activities 
 

• To liaise with the wider college to fulfil design requirements including 
staff and students 

 
• To upload designed content to the college website using the CMS system 

 
• Attend college promotional events. Events are often during evenings, 

early mornings and weekends 
 

• To assist with promotional campaign development and related materials 
 

• To participate in market research activities as required 
 

• To contribute as a team member to the development of the annual 
Marketing Strategic and Operational Plan 

 
• Undertake professional development and training to contribute to 

individual and College development as agreed through the College 
Performance Appraisal process 

 
• Carry out all duties with due regard to Health and Safety Regulations and 

College policies. 
 

• Ensure compliance with the Financial Regulations of the College 
 
• To positively promote equality of opportunity for staff and students 

 
• To carry out other duties as may reasonably be required from time to 

time 
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This job description is intended to provide a general guide to the duties and 
responsibilities of the post and aims to set this in the context of the framework 
within, which the post holder is expected to operate. 
 
This job description should not be viewed as a legal document not a set of 
conditions of service and it can be received at any time in light of the needs of 
City College.  
 
Any amendments to the job description will be discussed with the line manager 
and post holder and subsequently confirmed in writing.  
 
This job description is correct at January 2019. It will be updated in consultation 
with the post holder as circumstances change.  
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PERSON SPECIFICATION: Graphic Designer  

 
 Essential Desirable How Assessed 
Education, Qualification and Training  

GCSE A*-C English and Maths X  Application and 
Certificates 

Training or experience using the Adobe Creative Suite 
package (InDesign, Illustrator, Photoshop, Acrobat and 
Flash) using an Apple Mac 

X  Application and 
Certificates 

Level 3 qualification in Art & Design or similar  
(e.g. A-Level/BTEC National Diploma) X  Application and 

Certificates 

Relevant Degree or Level 4 qualification  X Application and 
Certificates 

Experience  
Strong track record of creative design using DTP 
packages (InDesign/Illustrator/Photoshop/Acrobat) on 
an Apple Mac. Portfolio examples required 

X  Application and 
Interview 

Creating artwork for multi-channel integrated marketing 
campaigns, including print and digital X  Application and 

Interview 
Creating animated graphics (Photoshop/Flash) on an 
Apple Mac X  Application and 

Interview 

Creating final print/online ready artwork X  Application and 
Interview 

Using MS Office tools – Outlook, Word, Excel, PowerPoint X  Application and 
Interview 

Management of large print projects, including liaison 
with printers X  Application and 

Interview 

Photography and film  X Application and 
Interview 

Retouching photographs in Lightroom/Photoshop  X Application and 
Interview 

Knowledge and awareness  

Knowledge of web content management systems (CMS)  X Application and 
Interview 

Knowledge of interpreting and applying a marketing 
brief X  Application and 

Interview 

Knowledge of HTML and CSS  X Application and 
Interview 

Knowledge of online advertising   X Application and 
Interview 

Skills  

Multi-tasking in an extremely busy environment X  Application and 
Interview 

Ability to understand key markets and how to target 
them effectively X  Application and 

Interview 
Sound project management with track record in meeting 
deadlines X  

Application and 
Interview 
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Creative concept generation for use across multiple 
formats and channels X  Application and 

Interview 
Ability to work with people of all levels both inside and 
outside of the organisation X  Application and 

Interview 

Negotiation skills (e.g. with printers) X  Application and 
Interview 

Attention to detail X  Application and 
Interview 

Excellent copy-editing skills and proof reading  X Application and 
Interview 

Excellent verbal communication at all levels X  Application and 
Interview 

Ability to balance multiple jobs at any one time X  Application and 
Interview 

Good team working skills X  Application and 
Interview 

Attitudes and Attributes  

Creative  X  Interview 
 

Logical X  Interview 
 

Willing to take ownership of projects X  Interview 
 

Willing to work evenings and weekends on occasions, 
when required X  Interview 

 


	Title: Graphic Designer (Maternity Cover)
	Role Summary:
	To support the provision of a professional marketing service to the College through creating, designing and managing the visual elements of the College’s external and internal marketing activity including online, social media, outdoor marketing, print...

	This job description is intended to provide a general guide to the duties and responsibilities of the post and aims to set this in the context of the framework within, which the post holder is expected to operate.
	This job description should not be viewed as a legal document not a set of conditions of service and it can be received at any time in light of the needs of City College.
	Any amendments to the job description will be discussed with the line manager and post holder and subsequently confirmed in writing.
	This job description is correct at January 2019. It will be updated in consultation with the post holder as circumstances change.
	Multi-tasking in an extremely busy environment

