
SEFTON METROPOLITAN BOROUGH COUNCIL
JOB DESCRIPTION


Department:  Strategic Support	Location:   Sefton (Agile)

Division:  Corporate Communications	Post No:

Section:   Digital & Marketing                                       Job Evaluation No. 4026

Post:        Graphic Designer   	

Grade:      Grade G 


Responsible To:   Digital & Marketing Team Leader 


JOB PURPOSE

Under the leadership of the Digital & Marketing Team Leader this post holder will maintain and support the development of the Sefton Council brand to meet the needs of a wide range of stakeholders.

Producing high quality graphic design, you will play a vital role in Sefton Council’s strategic corporate communications and marketing activity, collaborating with a highly creative team, including a graphic designer, to ensure branded materials are of a high standard across digital and printed materials, for both internal and external audiences. 

The Graphic Designer will assist with implementation of communications activity which:
a. Reflects the Council’s vision and key priorities and messages
b. Promote the Council’s services and enhance its reputation
c. Is targeted to the appropriate audiences


MAIN DUTIES

1. Help deliver a distinctive and inventive visual identity across communication, ensuring that our people and our customers are at the heart of everything we do.
2. Utilise proficiency in lnDesign, Photoshop, Illustrator and Acrobat Pro whilst keeping up to date with new technologies.
3. Work across a variety of channels  and mediums to produce quality design led artwork for print, digital, advertising, marketing materials, internal communications and reports.
4. Work in a manner that reflects Sefton Council "digital first" approach to communications.
5. Oversee all aspects of the design process from planning to final execution.
6. Be a brand guardian: ensuring compliance through brand in style guidelines and templates. 
7. Work alongside the communications team to design effective multi-channel campaigns with measurable success.
8. Manage fonts, images, typesetting, design and layout.
9. Be competent in photography and filming and able to translate these into various communications channels including website and digital platforms.
10. To develop and use computer manipulation techniques on a wide range of materials to provide colour correction, image enhancement and image creation.
11. Participate in creative sessions to generate solid ideas and concepts.
12. Managing and overseeing print production and management of external agencies and suppliers.




ORGANISATION CHART














SPECIAL CONDITIONS (if applicable)

The post holder will be asked to work outside of normal office hours from time to time. 

From time to time this postholder may be required to be on standby and available for call out and the Council’s standard payments will apply.

The Authority has an approved equality policy in employment and copies are available to all employees.  The post holder will be expected to comply with, observe and promote the equality policies of the Council.

To maintain political impartiality in line with the requirements of the Local Democracy, Economic Development and Construction Act 2009 definition of sensitive posts.

From time to time the postholder will need to work out of usual business hours to support an emergency or crisis incident. 

	Note: 	Where the postholder is disabled, every effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.  



Since confidential information is involved with the duties of this post, the postholder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information.


Undertake, and participate in training, coaching and development activities, as appropriate.

The person appointed will be expected to work flexibly and the exact nature of the duties described above is subject to periodic review and is liable to change.



Prepared by:	Name              Andrew Daniels

Designation   Corporate Communications Manager 

	Date               June 2024









PERSON SPECIFICATION 

Post:	Digital & Marketing Officer 	Je no. 4486	

Department: Strategic Support	Division:  Corporate Communications

	Personal Attributes Required
(considerations)
	Essential (E)
Or
Desirable (D)
	Method of Assessment
(suggested)

	QUALIFICATIONS/TRAINING

Degree level qualification or equivalent in Graphic design or similar

Evidence of continuous development 

	

D


E
	

AF


AF/I


	EXPERIENCE

1. Experience of working in a complex Communications/design environment 
2. Use of Adobe Suite including InDesign, Photoshop and Illustrator
3. Experience of working to policies, plans, strategies and programmes in a complex organisation.
4. Practical experience of working with Web/Digital, media advertising and/or marketing professionals.

	

D


E

D


E

	

These requirements will be assessed through one or more of the following methods

AF/I




	SKILLS/KNOWLEDGE/APTITUDES

5. Ability to gain confidence of a wide range of people and to maintain effective working relationships
6. Demonstrates solid design and digital understanding with a keen eye for detail
7. Ability to think creatively and provide solutions to some of the marketing challenges the organisation faces
8. Knowledge of local government and the policies affecting it including opportunities and challenges it faces.
9. Good oral and written skills
10. Good interpersonal and communication skills
11. Ability to manage a varied workload with conflicting deadlines in a high pressured environment
12. High degree of computer literacy
13. Highly motivated 
14. Makes evidence based decisions
15. Analyses and reflects on communication activity with a view to achieving continuous improvement both personally and in the service.

	

D


E

D


D


E
E


E


E
E
E


	

These requirements will be assessed through one or more of the following methods

AF/I/T/P

	SPECIAL REQUIREMENTS

· Attendance at meetings outside normal hours

	

D
	These requirements will be assessed through one or more of the following methods

AF/I



	Prepared by:  Elena Lloyd
	AF
	= Application Form

	
	I
	= Interview

	Date: March 2021
	T
	= Test

	
	P
	= Presentation







Corporate Communications Manager
Grade L


Digital Marketing Team Leader
Grade I


Digital Communications Officer
Grade G


Graphic Designer x 3 (inc 1 part-time)
Grade G 


Communications Team Leader 
Grade I 


Communications Officer x 4 Grade G 


Social Media Officer Grade G


Videographer 
Grade G
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