PART-TIME MARKETING AND GRAPHIC DESIGN ASSISTANT

Reports to:  Sr. Graphic Designer & Digital Solutions Specialist

Position Summary:  

The Marketing and Graphic Design Assistant is responsible for working on projects in the areas of print & website design as well as general marketing in support of the day to day operations of the ArtsQuest Marketing department.

Job Responsibilities:

· Follow established guidelines for use of the ArtsQuest brand and logo.  Assist in making sure that outside use of logo is compliant with branding strategies and guidelines and trademark regulation.

· Assist in organizing and maintaining the graphics and photo drives.

· Work with development team to coordinate incoming client and in house ads from commitment to completion 

· Responsible for ad design and layout for new and existing printed materials for ArtsQuest as it relates to programming for events and venues.

· Participates in staffing of the ArtsQuest Media Center during ArtsQuest events.
· Design and layout projects including but not limited to PowerPoint presentations, rack cards, posters, signs, ads, and banners as needed.
· Assist Digital Solutions Specialist with design for websites, building & cinema screens, matrix 
· Learn about and contribute to ArtsQuest’s “tone of voice”.  Tone of Voice is an opportunity to amp up or tone down our communications, depending on the audience and the message.

· Data entry and research as needed.
· Internal content aggregation for publications and promotional pieces.
· Write copy for various print and online products.
· Assist the Marketing Department in various projects as assigned.

Knowledge, Skills and Abilities Required: 

· Bachelor of Arts or Science in Marketing, Graphic and/or Web Design or Communication

· Proficiency with Adobe Creative Suite, i.e. Photoshop, InDesign, etc.

· Proficiency with Microsoft Office Products, i.e. Word, Excel, PowerPoint, etc.

· Collaborative work style

· Ability to see, hear, distinguish color

· Ability to sit for majority of work day

· Ability to stand and walk.

· Ability to use a computer.

· Ability to work in an office environment in close vicinity with other employees
· Ability to work outside in all kinds of weather when helping at events

· Computer programming and website design skills a plus

Salary and Benefits:

Salary will be commensurate with experience. Benefits include discounts on Visual Arts classes offered by the organization, discounts on tickets to events throughout the year and discounts on purchases made in the Stack Shoppe.
FLSA Status:  Hourly rate commensurate with prior work experience

ArtsQuest is an Equal Opportunity Employer

