[image: image1.jpg]McMaster

University B=s
$24




Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD #
	JD00702

	Pay Grade:
	9

	Title:
	Senior Designer and Creative Development Lead

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	Responsible for managing design projects from concept to completion. Creates a variety of communication medium requirements for University and community-based clients to meet educational, research, and communication objectives. Provides lead hand supervision to Senior Designers.  

	Purpose and Key Functions:
	· Establish and maintain quality standards of work, productivity, scheduling, and work-flow, and provide a professional level of customer service to ensure customer satisfaction.

· Establish cost effective work strategies and calculate critical paths, including deadlines and working schedules in collaboration with associated services and communicate information to clients and production staff.

· Meet and consult with senior management regarding communications.

· Meet and consult with new clients and brief them on the in-house capabilities of the division and the related services available.

· Configure, consult with, and brief project team members on large client projects.

· Delegate and manage freelance artists, photographers and other vendors to provide art files and images to support education and administrative presentation pieces.

· Maintain inventory of operating supplies, software and hardware applications to industry standards and facilitate proper operation of the equipment in-house, in conjunction with department staff and relevant suppliers and trades.

· Create and maintain an effective, ongoing archive of all past work files, including fonts and attachments, for all design staff to access.

· Manage the work-in-progress of design staff via an online, searchable document management system. 

· Maintain billing standards, workflow management and a central database of dockets in progress.

· Provide clients with informal and formal quotations for artwork and printing services in collaboration with internal and external resources such as pre-press services, printers and manufacturers.

· Coordinate the creative process from design through to delivery of final product and billings.

· Develop original and custom graphic designs and communications including, but not limited to, newsletters, brochures, posters, books and websites to be used for education, fundraising or product and service promotion.

· Create and gather text, graphics, illustrations and photo images.

· Complete work order forms ensuring the accuracy of the project and its timelines.

· Write code in a variety of programming languages for internet applications.

· Translate instructions into logical sequences of terms and mathematical equations when coding for web applications.

· Proof and edit material for accuracy and completion.

	Supervision:
	· Provide lead hand supervision and is responsible for the quality and quantity of work of others.

	Requirements:
	· 3 year Community College diploma in Graphic Design or related field of study.

· Requires 4 years of relevant experience.

	Assets:
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	Additional Information:
	     


