CHARLESTON METRO CHAMBER OF COMMERCE
Job Description Template

JOB TITLE:  		Creative Design Manager
Division: 		Marketing
Reports to:  		Vice President of Marketing
FLSA Status: 		Non-Exempt
Created Date:	 December 16, 2019
[bookmark: _GoBack]Reviewed Date:        

JOB SUMMARY
The Creative Design Manager translates marketing and communication strategies into compelling concepts to consistently and effectively bring the Charleston Metro Chamber brand to life. Leads and directs the design and production of visual materials and media used for print, digital, advertising and video communications. The Creative Design Manager will need to be able to apply in-depth knowledge of design and visual art concepts and practices pertinent to brand creation, web design, graphic design, printing, typography and layout to bring member-centric creative to life. 

ESSENTIAL DUTIES AND RESPONSIBILITIES:
· Lead the creative process from concept to completion, developing project concepts, pitches and design strategies that support the Chamber’s goals and brand. 
· Shape brand standards and visual identity and create and monitor procedures to ensure all creative assets are brand compliant.
· Lead all visual elements and looks of Chamber, creating visuals that are consistent, appropriate and compelling across multiple mediums. 
· Build strong relationships with department leaders and collaborate with internal teams to deliver brand compliant deliverables for various projects, programs and events.
· Maintain understanding of each division’s goals and objectives, as it relates to the needs for each/all design project and deliverables.
· Ability to manage multiple project scopes and have strong collaboration and communication skills with internal teams. 
· Lead creative sessions and development for signature events and major publications. 
· Develop paid advertising campaigns, resulting in increased brand awareness and prospect lead generation.
· Oversee budget and timeline on all creative projects, communicating changes to the appropriate team members and work to solve problems to ensure all projects are delivered on budget and on time. 
· Lead all video and photography projects from concept to production with goal of increasing use of videos.
· Work with Marketing Manager to create visual elements to enhance content strategy efforts. 
· Manage the redesign of email communication templates. 
· Communicate collaboratively with co-workers to engage in open acceptance of ideas for consideration; assist in problem-solving for recommendations that are “off-brand” or inconsistent with the Chamber’s messaging.
· Maintain vendor relationships and oversee deliverables, timelines and expenses.
· Maintain knowledge of current creative technologies that can be utilized to produce materials that are considered leading edge, relevant and forward-thinking.
· Utilize Marketing department processes and project management systems to maintain efficiency and quality. Ability to effectively manage, prioritize and complete multiple projects at a time. 




SUPERVISORY RESPONSIBILITIES
· None

QUALIFICATIONS
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Also listed below are the physical demands that must be met by the employee and the work environment that the employee will encounter while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. Occasional travel may be required for business-related activities.

CERTIFICATES, LICENSES, REGISTRATION
· Must maintain the ability to pass a criminal background check.

EDUCATION and/or EXPERIENCE
· Bachelor’s degree in Graphic Design or a related field required. 
· Minimum of five years of experience of in-house graphic design required that includes designing for print, digital and video, non-profit experience preferred.
· Advanced knowledge of Adobe Creative Suite including Illustrator, InDesign, Photoshop, After Effects.
· Advanced knowledge of multimedia design for print, web, video, large format display.
· Knowledge of printing techniques, paper selection and print mailing production. 
· Intermediate HTML and CSS knowledge
· Intermediate knowledge of video and audio capture, post-production and delivery
· Advanced photography, photo retouching knowledge 
· Intermediate knowledge of project management software, such as Asana.
· Excellent oral communication and written communication skills.
· Strong interpersonal and organizational skills. 
· Ability to manage and complete multiple projects on time.

SKILLS AND ABILITIES
LANGUAGE SKILLS
· Ability to read, analyze and interpret general business periodicals, professional journals or budget reports.  
· Ability to effectively present information and respond to questions from customers, managers and employees using tact, courtesy and cooperativeness.

MATHEMATICAL SKILLS
· [bookmark: _Hlk509667121]Ability to add, subtract, multiply and divide in all units of measure, using whole numbers, common fractions, and decimals. Ability to compute rate, ratio and percent. 

REASONING ABILITY
· Ability to define problems, collect data, establish facts and draw valid conclusions. 
· Ability to deal with a few abstract and concrete variables, exercising judgment, resourcefulness, ingenuity and initiative.
· Ability to exercise discretion while managing confidential information. 

OTHER SKILLS AND ABILITIES
· Computer Knowledge to include: Microsoft Office programs (Outlook, Office, Excel, Powerpoint), Adobe Creative Suite (including InDesign, Illustrator, After Effects, Photoshop)

PHYSICAL DEMANDS
While performing the duties of this job, the employee uses hands to handle or feel objects, tools, or controls; reach with hands and arms; and talk or hear. The employee frequently is required to sit, climb or balance. The employee must frequently lift and/or move up to 50 pounds. Specific vision abilities required by this job include close vision, color vision, and depth perception. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.


WORK ENVIRONMENT
While performing the duties of this job, the employee occasionally works in adverse weather conditions. Employee may be exposed to dust, odors, extreme cold or heat. The noise level in the work environment is usually moderate.

SIGNED AND DATED

I have read a copy of this job description and agree that I am able to perform the essential functions of the job with/without a reasonable accommodation.


Employee Signature: _____________________________________Dated: ____________


Management Signature: ___________________________________ Dated: ____________
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