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Position Title:  Senior Graphic Designer 

Date Modified:  October 2019  

FLSA Classification: Exempt 

Reports to:   Head of Marketing and Communications 

Position Purpose: Assists the Head of Marketing and Communications in 
implementing the school’s marketing and communications efforts 

Work Hours:  7:15 a.m.–4:15 p.m. 

Work Schedule:  Full Year 

PTO Designation: Senior Staff (Blackout Dates May Apply) 

 

Description: The Senior Graphic Designer reports directly to the Head of Marketing and 
Communications and works with the Head of Marketing and Communications and department 
colleagues to help initiate, implement, and oversee all communications and marketing efforts 
for St. Francis, concentrating on visual assets, the brand image, and creating a consistent visual 
identity for the school. This individual understands how to use a variety of mediums to 
effectively tell the St. Francis story.  

 

Essential Functions 

• Assists the Head of Marketing and Communications in the initiation, implementation, and 

oversight of the strategic communications plan for St. Francis.  

• Assists the Head of Marketing and Communications in the development and 

implementation of the school’s annual communications plan, including internal and 

external communications, public relations, and marketing initiatives.  

• Assists in developing, implementing, and overseeing the production and design of printed 

materials; assets needed for the school’s online presence, including the school website, 

social media, online advertisements, and search engine optimization and pay-per-click 

campaigns; the production and dissemination of promotional items for various 

departments including proposals and annual reports; and other graphic elements on 

behalf of the school, including admissions advertisements, athletics standards, and 

collateral necessary for fundraising initiatives 

• Protects brand cohesion and educates colleagues on appropriate brand standards, 

reviewing and refining the brand standards each year as appropriate. 

• Consistently meets deadlines and project deliverables and takes initiative to manage 

projects at various stages of implementation. 

• Assists in maintaining congruency between the school’s board-approved Mission 
Statement, the Long Range and Strategic Financial Plan and all activities of the 
marketing and communications department. 

• Enforces and adheres to school policies in all areas of the school’s operation. 

• Supports the Employee and School Handbooks and assists with revisions and updates, 
when necessary, of the school’s marketing and communications policies and procedures.  
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Essential Tasks 

• Helps the Head of Marketing and Communications to conduct market, internal, or public 

opinion research to assess program outcomes. Works to continuously refine and improve 

our visual presence and brand with respect to all printed and digital assets.  

• Assists with a variety of the field’s concepts, practices, and procedures. 

• Assists Head of Marketing and Communications in maintaining an inventory of all 
school signage, updating signage periodically as directed, and ensuring that all signage is 
consistent and in compliance with brand standards. 

• Thinks and plans strategically and creatively; works collaboratively in a team-oriented 
setting; communicates effectively with all constituents in the school environment; and 
remains level-headed under pressure 

• Applies exceptional skills in graphic design. 

• Performs other tasks and duties as assigned by the Head of School and/or supervising 
director or head. 

• Completes various Tasks related to the employee’s yearly goals and the school’s long 
range and strategic financial plan.  

 

Qualifications  

• Bachelor’s degree in marketing, communications, or related field preferred.  

• Nonprofit or school environment experience preferred. 

• Seven to ten years of experience developing visual assets for a variety of mediums, working 
with vendors for all pre-and-post production needs, and successfully implementing 
communication plans within a team environment. 

• Proficient in Microsoft Office and all Adobe Creative Suite products including InDesign, 
Illustrator, PhotoShop and video editing platforms (Final Cut Pro or Adobe) as well as HTML 
and web-design applications. 

• Knowledgeable on the use of graphic elements, ideal visual creatives and layouts. Understands 
how to optimize content for visual appeal using a variety of mediums and for a variety of 
applications.   

• An ability to think and plan strategically and creatively; work collaboratively in a team-oriented 
setting; communicate effectively with all constituents in a school environment; and apply 
common sense and remain level-headed in the face of multiple deadlines and competing 
priorities. 

• A demonstrated willingness to work as part of a team by being service-oriented, flexible, 

and reliable when helping colleagues accomplish their jobs/tasks at hand. 

 

Physical Requirements and Work Environment 

• Occasionally lift up to 30 pounds. 

• Generally, works in standard office conditions and climate. 

• May work in varied extreme outside weather conditions during school events, special 
activities and fundraising events. 

• Ability to work in a highly stressful environment dealing with a wide variety of challenges 
and deadlines. 

• Ability to work at a desk and computer for extended periods of time. 

• Ability to stoop, bend, kneel, stand, walk, reach 


