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HUMAN RESOURCES / EMPLOYEE COMPENSATION

JOB DESCRIPTION - 9800
October 2000

POSITION TITLE:
Desktop Printing and Web Site Designer

REPORTS TO:

Director, Public Information 

Objective:
To produce original or update existing designs and layouts for print and web-based publications and audiences.

Essential Functions:

1. Produces original or updates existing designs and layouts for print and web-based publications and audiences.

2. Coordinates the public information office portion of the DPS web site.

3. Designs internal and external newsletters, reports, and brochures.

4. Produces a variety of information for DPS employees and external audiences.

5. Performs other related duties, including special projects, as required or requested.

Education/Experience: Bachelor’s Degree or equivalent. Demonstrated print and electronic graphic design skills.  Demonstrated experience using desktop printing software and web site development applications such as Dreamweaver, Quark, Illustrator, and Photo Shop is required.  Demonstrated knowledge of public relations and writing is desired.  Demonstrated experience organizing multiple projects, maintaining flexible project schedules, exercising a creative approach toward project completion and problem-solving, and successfully contributing within a team environment, is required. Three (3) to five (5) or more years of related experience is required.

Licensure/Qualifying Standards: None.

Performance: Demonstrated experience performing in compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave and vacation use, and other scheduled or unscheduled absences); dress code; customer services; safety; security, disaster and other policies procedures and practices. Demonstrated effective and diplomatic oral and written communication skills, including a demonstrated experience working effectively with departmental management, the general public and the media. 

Physical/Environmental Characteristics: Essential duties are routinely performed primarily in an internal general office environment. Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required.
