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Classification Specification
	

	
	7221300

	
	GRAPHIC DESIGN SUPERVISOR



Class Summary

The responsibilities of this classification include managing the design and production of graphic communication materials.
Distinguishing Characteristics

This classification is the third level within a three-level classification series. This classification is distinguished from the second level Senior Graphics Designer in that the incumbent is responsible for supervising other graphic designers and for overseeing and resolving personnel-related issues.
Examples of Duties (May vary by position)

1. Manage the schedule, quality of products, production, and budgets for graphics staff and projects.

2. Supervise staff in developing graphic design products and services. Perform the full scope of personnel responsibilities such as hiring, training, conducting performance evaluations and recommending disciplinary action.

3. Develop and maintain graphic standards.

4. Identify and determine needed equipment.

5. Approve purchases and contracts.

6. Troubleshoot problems and use conflict resolution techniques to deal with customers and others.

7. Promote and market design services.

8. Prepare recommendations and reports as requested by management.
9. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge of graphic production equipment and computers
Knowledge of graphic design principles and layout
Knowledge of graphic design software applications
Knowledge of typography
Knowledge of printing and reproduction technology
Knowledge of current graphic and communications trends
Knowledge of mapping principles
Knowledge of budget tracking, monitoring and estimating
Knowledge of information and marketing communications techniques and principles
Knowledge of operation and maintenance of manual drafting equipment
Knowledge of audiovisual production techniques and principles
Knowledge of basic supervisory principles
Knowledge of group process and dynamics
Knowledge of application of principles of design for publications, presentations, exhibits and facilities
Knowledge of project management techniques and principles
Skill in digitizing and scanning
Skill in drafting
Skill in communications 
Skill in leading, motivating and guiding others
Skill in maintaining and establishing working relationships
Skill in identifying the ramifications and possible impacts of decisions and actions
Licensing, Certification and Other Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Exempt

	Levels within same series
	Graphic Designer, Senior and Supervisor
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