MCADSV Creative Director
Reports to:  Projects Director    Work Week/Location:  40 hours, M-F; Jefferson City Office Employment Classification: Salaried, Exempt –Professional 

______________________________________________________________________________    

Primary Responsibility
The MCADSV Creative Director is responsible for the design, production and budget of organizational written and visual materials. The Creative Director will design or create
 graphics to meet specific organizational, marketing and project needs including website, print, electronic, packaging and displays. Ensure a consistent look and professional image of the organization’s products and branding.
Essential Functions
Under the direct supervision of the Projects Director and the general supervision of the COO, the Creative Director will: 
1. Create designs, concepts, and sample layouts based on knowledge of layout principles and esthetic design concepts. Develop graphics and layouts for publications, company logos, and websites. Confer with colleagues to discuss and determine layout design. 
2. Plan, develop and implement the organization’s marketing and branding efforts through project coordination, design, soliciting feedback, procuring cost estimates and securing vendors for product creation, communication throughout project and quality assurance of finished product.
3. Assist the Communications Director with the creation and implementation of the production schedule for organizational publications and visual products.

4. Contribute to the ongoing development, design and maintenance of MCADSV’s website and other online communication efforts. 

5. Serve as design editor for all organizational publications and materials. Design, edit and produce organizational identity materials to ensure a consistent message and image. 
6. Assure quality printing of MCADSV materials from outside sources and in house. Set up and maintain print files. Ensure maintenance of and staff training on the usage of main printer, copiers and booklet maker.
7. Maintain archive of MCADSV publications, images, photos, and previous work products.

8. Provide technical assistance to members within expertise and job responsibilities. 

9. Participate with staff in the design or creation of MCADSV training materials. 
10. Provide trainings as requested within area of skill and expertise. 
11. Provide administrative oversight of departmental budgets.  
12. Act as liaison with other government entities and non-government organizations as             assigned.
13. Supervision, coaching and art direction to graphic designer.

14. Responsible for MCADSV merchandise including design, purchase, sales and inventory of products. Maintaining the brand identity of the apparel and products as well as the merchandise “store”.

Additional Responsibilities

1. As needed and as assigned.

2. When supervising a student: Monitor and assign work to student, while performing all the tasks of a Creative Director.  
Qualifications

1. Degree in graphic design or proven graphic design experience. 
2. Creativity: recognizing fresh approaches to digital and print design and marketing; versatility; conceptual/visual ability; and originality.
3. Up to date with industry leading software and technologies. Proficiency in Adobe Creative Suite programs such as InDesign, Illustrator, Photoshop, Microsoft Office and Windows. Experience with CMS to create and manage website content. Basic web analytics.
4. Professionalism regarding time, costs and deadlines. Ability to work under demands of multiple projects and simultaneous deadlines.

5. Print production skills and project management experience preferred. Pre-press through post-press printing experience necessary, knowledge of setting up files to print correctly and trouble-free (both in-house and outsourced), paper knowledge and printing and finishing knowledge.
6. Demonstrated proficiency in oral, written and visual communication skills.

Working Conditions

· Forty (40) hour workweek, extended hours may be required to meet deadlines.

· Requires travel to customer locations both in/out of town.

· Employee may be exposed to outdoor environments and may not be protected from weather conditions.

· Employee may be exposed to moving mechanical parts, moving vehicles, or electrical current.

· The noise level in the work environment may be of sufficient noise to cause the employee to be distracted.

· Some evenings and weekends may be required based upon business demand.

Physical Requirements

· Visualization: The ability to imagine how something will look after it is moved around or when its parts are moved or rearranged. 

· Near Vision: The ability to see details at close range (within a few feet of the observer).

· Oral Comprehension: The ability to listen to and understand information and ideas presented through spoken words and sentences.
· Oral Expression: The ability to communicate information and ideas in speaking so others will understand. Ability to communicate effectively in person, on paper and by telephone with customers.

· Manual dexterity: The ability to operate computer graphics programs or prepare manual sketches and layouts.

· Standing or sitting for long periods, bending, stooping, occasional lifting, walking, climbing stairs, kneeling, squatting, crouching, balancing, and lifting over 10 lbs.

· Must have ability to travel to member program sites using a personal vehicle, safely, maintaining proper licensing and insurance coverage, and following company policy.

· Ability, on a consistent basis, to perform work activities requiring cooperation, instruction, persuasion, or speaking with others.

· Regular use of telephone and computer software equipment required.

Personal Characteristics

The successful individual will demonstrate the following:

Fluency of Ideas: The ability to come up with a number of ideas about a topic (the number of ideas is important, not their quality, correctness, or creativity).

Originality: The ability to come up with unusual or clever ideas about a given topic or situation, or to develop creative ways to solve a problem.
Behave Ethically: Understand ethical behavior and business practices, and ensure own behavior and that of others are consistent and in align with the values of the organization. 

Honor Diversity:  Honor diversity and openness to examination of attitudes about race, gender, sexual orientation and other attitudes that contribute to the oppression of others. 

Organization: Support the mission of the organization as it works to promote social change to end violence against women.

Build Relationships: Establish and maintain positive working relationships with others both internally and externally to achieve the goals of MCADSV.

Communicate Effectively: Speak, listen and write in a clear, thorough and timely manner using appropriate and effective communication tools and techniques. 

Focus on Client Needs: Anticipate, understand, and respond to the needs of clients to meet or exceed their expectations.

Make Decisions: Assess situations to determine the importance, urgency and risks, and make clear decisions which are timely and in the best interests of MCADSV.

Commitment: Set priorities, develop a work schedule, monitor progress towards goals, and track details/data/information/activities.

Technological Aptitude: Understand software applications and maintain skills necessary to effectively perform key responsibilities through use of programs used by organization.
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�“Assist” means Comm. Director doing the majority of the work…is this what is supposed to be happening? Right now it is not…better language if I am to remain the lead on production schedule might be: Determines production schedule or publications and visual products by conferring with Communications Director and Projects Director.


�I am not sure about this…I think this job IS about the quality and creativity of ideas...





This job description in no way states or implies that these are the only duties to be performed by this employee.                                  He or she will be required to follow any other instructions and to perform any other duties requested by his or her supervisor.
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