
 

 
 

  

JOB DESCRIPTION 

Graphic Designer 
 

Job Purpose 

 

1.  Under the direction of the Deputy Head of Marketing and Communications and the Senior 

Graphic Designer, to be responsible for delivering a professional and creative graphic 

design service, establishing a high-quality, consistent visual identity for the organisation.  

 

The post holder will be responsible for all areas of graphic design including: 

conceptualization and implementation of design solutions that meet marketing strategies 

from concept to completion; displaying specialised knowledge of methods and techniques 

of graphic design; developing design for print and digital, and demonstrating high-level 

client interaction skills. 

 

 

Principal Accountabilities 

 

2. Main Graphic Design Accountabilities 

 

i) To develop creative and innovative advertising concepts across the 

organisation and deliver design concepts from initial brief to completion.  

ii) To demonstrate a high level of proficiency in design, video, web and multi-

media software and application.  

iii) To develop and maintain the visual brand identity of services, events and 

campaigns within the organisation. 

iv) To lead on projects by creating concepts, compositions, layouts and final 

artwork.   

v) To present design concepts to departments and staff as required.  

vi) To maintain an awareness of current trends and influences with specific 

reference to entertainment, youth culture and charity services.  

vii) To be the point of contact for Campaign Officers, working with them to deliver 

marketing concepts for their events and campaigns.  

viii) To be the point of contact for Student Led Services, working with them to 

deliver branding concepts for their services and marketing concepts for their 

events and campaigns.  

 

3. Staff Supervision 

 

i) To recruit and supervise the work of student volunteers and student staff 

within the department including training, guidance and discipline. To work 

with the Senior Graphic Designer to oversee the work of the Graphic Design 

Assistant.  

 

4.  Financial Management 

 



 

 
 

i) To ensure that best value for money is maintained at all times and to advise 

Marketing and Communications staff on print buying where necessary. 

ii) To work with the Marketing and Communications Coordinator to advise 

Campaign Officers and Student Led Services on marketing spend to get the 

most out of their budgets. 

 

4. The Environment 

 

i) The Students’ Union is committed to minimising any direct or indirect 

negative effects its business operations may have on the environment.  As 

a member of staff within the organisation, the post holder will support the 

activity of management to help ensure that arrangements are in place to 

measure impact on the environment and help achieve targets for on-going 

improvement.  

 

5. Customer care 

 

i) To ensure that customers’ expectations are exceeded whenever possible. 

ii) To ensure that all systems are followed and to treat customers in a friendly 

and polite manner and do everything in their power to exceed customers’ 

expectations. 

iii) To deal with customer feedback, whether positive or negative, in a 

courteous, efficient and timely manner. 

 

6.  Health and safety 

 

i) To ensure that the risk assessments for Marketing and Communications 

systems/work are followed at all times by the post holder and any staff 

under supervision. 

ii) To ensure that the Union’s Health and Safety Policy is adhered to at all 

times. 

iii) To ensure that Health and Safety legislation is adhered to at all times. 

iv) To assist in ensuring the health and safety of students, suppliers and visitors 

to all department sites/work areas. 

 

7.  Other duties 

 

i) To attend appropriate meetings as and when required by the Union. 

ii) To abide by the Union’s Memorandum and articles of Association, policies 

and procedures at all times. 

iii) To contribute to the positive image of the Union with students, the University 

and the local community. 

iv) To promote equal opportunities. 

v) To uphold and promote the values of the Students’ Union, working towards 

its strategic vision. 

vi) To undertake other tasks and responsibilities compatible with the level and 

nature of the post as required by the Head of Marketing and 



 

 
 

Communications and Deputy Head of Marketing and Communications from 

time to time. 

 

Scope 

 

8.  This job description contains the principal accountabilities relating to this 

post and does not describe in detail all the tasks required to carry them out.  

There will be an expectation that the post holder will carry out other duties 

and responsibilities that fall within the general nature and level of 

responsibility of the position. 

 

Training and professional development 

 

9. The Union considers regular and ongoing training as essential to job 

satisfaction and career development.  It is expected that the post-holder will 

be offered the opportunity to participate in training that is relevant to his/her 

duties and the post-holder will be expected to undertake such training as 

may be reasonably practicable. 

 

Supervision  

 

10. Authority and direction is delegated from the Union’s Trustees, via the Chief 

Executive, Director of Communications, Head of Marketing and 

Communications and the Deputy Head of Marketing and Communications. 

 

Special Notes or Conditions 

 

11. This job description has been prepared to meet the particular circumstances 

which currently apply. Whilst the job purpose will remain constant the 

accountabilities may vary. In this respect the job description will normally be 

reviewed by the Deputy Head of Marketing and Communications. 

 

12. It is a requirement of this post that the post holder maintains a politically 

neutral and impartial approach in carrying out the functions of the role. 

 

13. The post holder must demonstrate a willingness and flexibility to vary and 

change his/her work routine and work outside normal working hours where 

necessary.  

 

14.  The post holder’s place of work will be the Students’ Union building at Park 

  Place, Cardiff, but he/she will be required to travel to and work from other 

  locations in undertaking the duties of the post.  

 

15.  This job description does not form part of your contract of employment. 

 

 

8th January 2020, produced by Head of Marketing and Communications 


